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PREFACE

The Youth Training in the Private.Sector Model was developed by the Center
.

for Urban Programs (CUP) during two years of monitoring the implementation

of theVocational Exploration in the Private Sector (VEPS.) Program. -VEPS,

an experimental NYC program, placed eligible youth in work/training positions

in the private sector and paid a poftiOn of their wages. The portion f wages

'paid by NYC compensated the private sector empl6yers for their extra'ordinary___

costs (such as increased supervision and training) in working'with low-income

_ .high school youth, many with academic and family,probleins.

The recommendations and' implementation suggestions in the model presented
a

.in-Section Two Were based upon material in Department of La r Field Memorandum.
.

. .

-----4:-:,-'\

No 255-73 (August 24, 1923). The mattiAl i# FM
.

255-13 was to ave been
6 li' o

\,, r :,

published in the Federal Register. However; because. Congress yfas consider-

ing'new manpower legislation, inserting the Material in the Federal Register

° to permit continued operation of VEPS was deferred pending Congressional action.

With the passage of the Comprehensiveimployment and Training Act (CETA), the

guidelines andgrecommendations in FM A5-73 were not published in the Fdderal

Register.

The Model is structured for a work experience program, but can be-adapted "'

4

for use in on-the-job training programs. Under CETA regulations "direct sub-

sidization of wages for participants employed ,by private employ,ers organized for

.profit is not an allowable expenditure" 0 95.33d (2) (ii)] in on- the -job train-

.ing programd.

Prime sponsors May provide payments or other inducements to public

or private employers for the bonafide training and related costs of
enrolling individuals in the program; provided that _payments to
employers organized for profit are only made for the costs of re-
cruiting, train14 and supportive services which are over and above

those normally prov,ided by the employer ,,[§ 95.33d (2) (ii)].
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A VEPS type program could be operated under CETA as an on-the-job train-
.

ing progiam.' Employers would pay the entire amount.of enrollee wages, and

sponsors would compensate employers for costs over and above their normal

_training costs. Components used in VEPS, such as counseling and career ex-

ploration, could be retained in the on-the-job training program.

The difference between On-the-job training activities and work eXPerience
1,1

detailed in the CETA regulations is as follows:
111

"On -the -job training (OJT) refers to training conducted in a work
environment designed to enable individuals to learn a bonafide
skill and/or qualify for a particular occupation through demon-.
'stration and practice." 0 95.33d (2) (i)].

"Work experience activities for youth include part-time work.
for stuaents attending school; short-term employment for stu-
dents during summer., short-term employment for out -of- school
youth adjusting to a work setting and in transition from,
school to a job setting; short-term employment for recent
graduates; and short-term or part-time employtent for4those
youth who have no definite occupational goal and for'whom
no training or job opportunity immediately exists." 0'95.33a
(4) (ii)].

,

Therefore, while "work experience in the private fOr profit sector is

prohibited" 4§ 95.33d (4) (v)], the VEPS program concept can be modified for

use as an on- the -job training program.

4

0
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INTRODUCTION

The Manpower Admi4stration, U:S. Department of Labor, experimented

for two years in 9e development and demonstration of a vocational explor-

ation program ,for in-school Neighborhood Youth Corps enrollees at private

sector worksites. The VocatiOnal Exploration in the Private Sector (VEPS)

program provided for the selection of probable high school dropouts, their

placement in the private sector over a.sutmer and subsequent school year,

wage cost sharing between'NYC and the private sector, and the provision

'-of intensive and coordinated counseling, orientation to the world of work,

career exploration, on the job training, and work experience.

The Center for Urban Programs (CUP) at Saint Louis University'was

under contract tothe U.S. Department of Labor (Contract No. 82-29-71-34)

to monitor - analyze first year (VEPS)- I) operations, prepare recommended

guidelines for a second program )(ear (VEPS-II), and develop a model imple-

mentation manual. Those obligatio s have been fulfilled and a final report,

including analysis 0 impact, has been prepared. CUP haso.eviewed the

0 second year of VEPS under (Grant No. 42-29-72-073 *tol'.

- -

(1) Compare and document alternative approaches for establishing
and operatinOhe prograt components of VEPS-II.

, (2) Provide peribdic feedback to the Department of Labor regarding
program operations and problems of VgPS-II.

i(3) Assess ti impaceof Vtr8 on/participating youth and agencies,
including follolp.on first year enrolleesas they graduate
and entek the wo force.

(4) Analyze the broad first and second year VEPS experiences to
assess whether tere,are outcomes which might silpport-con-
,tinuingVEPS as .azpermanent,program under NYC administration.

(5) Develop a program mode'i for use in implementing guidelines
formulated for any cOntlnuation,of VEPS.

cj

'
t
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Twenty cities conducted VEPS programs during the two years CUP has

if monitored the project. Eleven cities conducting the second year program`

were selected for intensive study. Some 800 youth participated in the

second year of VEPS. The 'current research findings are based ion data

from enrollees records, and interviews with private sector employers

and staff at the lbcal NYC offices.

Periodic reports were submitted to the Office of Research and, Develop-

ment's Division of Experimental Operations Research in, the Manpower

Administration. A Final Report and Assessment of the.first program year

was completed in February, 1973. An assessment report containing rec-

ommended guidelines for continuing the VEPS concept was submitted in. .

May, 1973.

Section One of this report contains
4P
a descri tion'of thetwo years

of VEPS program operation and a discussion of CU's preliminary findings.
,

. .

4

Section Two presents recommendations and implementation suggestions for
.. .,

.

continuing youth' placement in theprivate sector. The model uses guide-
,

lines contained in U.S. Department of Labor Field Memorandum No. 255-73

P ,

(August 24, 1973) which were never published in the Federal Register. The

highlights of the changes from the VEPS experimental program are also

included. Four appendices are included: a sample orientation program, a

*,s

,sample vocational exploratibn program(, a selection of sample forms used in

VEPS programs, and a bibliography of vocational exploration resource materials.

-if-
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SECTION ONE EXPERIENCE WITH THe,VOCATIONAL EXPLORATION

IN THE PRIVATE SECtOR
4

PROGRAM
. "

,

It

The recommendations for NYC:eniollee plidement;p the ptivate sector
V

presented in U.S. Department of Labor Field MemorandOm No4255773 (Augus.t 24,

E'

1973) reprdent the third stage in the evolution of the VicAtional'Expliira-

tion in the Private Sector (VEPS) ProgrAm, an experimental ;:ibrk experience

pcograd. VEPS programs operated in over twenty cities during the two years%
.

it was' conducted., Departwint of Labor Field geporandum No. 1!83 -71 .(May 14,
4'4'w

1971) contained the guidelines for. the first year of operation, and identified

the cities_ which could participate. The.guidelines siaecifiedJn detail each

agency's role (Neighborhood Youth Corps, local achoeil system, and the NatiOnal

v
',Alliance of Businessmen); various procedures such as 'training Station rota- ,

') -
_

tion'and payroll were detailed and complex. .

-
TF-
-0

-. .
.

,

.-/
. The first,year guidelines were modified for the 'second y Tar of opera-
,

.

..

.
eition in'pOL Field Memorandum No. 195-72 (Hay 12; 1972). The selection of

,, .
,: i)'

. N.

additional VEPS cities was left too the Regiohal NAtipower 'Administrators., 1.
. ,

1- 4,

While retaining a detailecrformat includi pfb,5edures fo,ic ipPlementing.
,, n

< "
some components, thepscOnd year guidelines2grea y simplic12 ied the more

? , , 4

-r

r 4

complex elements of the -first year program. . Pa Iroll procedures and: train-
,.

,

ing stations rotation were among the elements,Made mere fiexifile.
. -

This section of the.model for implementingorouth training-in the private' -:--'

%,,,,;,
. .

sector provides background information on the deSign
i-
and modification bf

:
, -,--

0

e VEPS program.4 It is hoped this material will amply the recommendations '

an suggestions for implementation contained in,SectionTwo. ?Mille procedures
0 ,.

contained in that section were based.on'Field MemOrandtmi, No. _,,-255 -73 p4ust 24

C -t.1973) which was never printed in the FederaI-Registpr.

It
:. f, .,

-
,

,
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5VEPS Program Objettives AN,
.

- ''

The program objectd.veds of VEPS were comparable,tO thode of the regular

.NTC.in-SchOtl
'progiam.

Briefly stated, thes objectives are:
,

(1) To provide youth with the incentive to remain in school and earn
. ,-

4 a high :School. clip

Able highschool

2

loma

firopoutsr.

___VEPSiarojeot_viSs initially ,designed for probn,_,
. . . .

-
-school

,
The incentive, to: remain 4h was to be

B

-provided 4y.intenpive counseling,remediation, and work eXWience,compt-. r

ents.

(2) To facilitate a smooth. transition upon high school 'gra on

tesi4iihinto the full:-time,work.force -- Utilizing private s ttor-work s

three separate work experiences, coupled with career exploration the VEPS

. ,

-program sought to provide.a,broader and more.transfeiable NYC work experit

- -

,once by using private rather than public-sector wcrk sites; otational
0

educators have long complained that the initiation of students to the world

"
.-Qf work is begun very late in the student's life, since career planning

often occurs_ immediately prior to high school . Youth who are

.
- ._r .

probable ,dropouts need an incentive to
-
remain in school and prepare for

.

0
:0

a career. Without such prepanation the VEPS, target groupwould enlarge

theoung Unemployed labor
.

I _leave never-*been,adequately

Pool,whose interest, aptitude, and potential

utiliztd The UEPS work training experience'

,

'could possibly provide the incentkile to remain invchool for the target
. .

group, offering the opportunity to telect and prepare for a career in an

. ,

' area of, personal interest and contact. I :'/,'
. .. ,

nit
,

A 4 .1.:'

(3) To provide youih with part-time employment in school -- A major/
i

. 4

objective of VPS was for employers to continue employing enrollees on a

17

part-,time basis during, the enrollees' high school career. Upon graduation,
. .

13
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it was hoped that the enrollee would be employed, by .the,participating
e

,company as a regular full-tithe emplAyee or by another employercsee2ing

labor skills possessed by the enrollee.
°

Description of the First Year Experimental VEPS Program

AS described in Field' Memorandum No. 183-71,,the VEPS -I progiam was
k

designed-for Neighboihood Youth Corps in-school

pilot 'effort In selected cities.* Developed by

and the National Alliance of Businessmen (NAB),

youth as:a year-round

the Department of Labor

joined by the Office of
'

EdUcatikof the Department of Health, Education and Welfare, the program
-,.,

provided carder expldration and training Opportunities that, it was hoped,%.
., .

,

woufd,result inrecihetion of high schdol dropouts and the flow of untrained,. .

: ..--t.,_
' '''' 6Skit10 Youth into elle fao.7, market. Primary emphasis was to be given

. ......
°

_ ,
.

- - :.-.,.,,.,

. thatto the development of training and careevaxploration opportunities h
. ,,,

would provide enrollees with the widest possible-exposure to the world of.

work. Training assignmenti were to be related'dirdctly'::to,:the interests
_ _

0, and capabilities of enrollees'in concert with their educational goals.
/,,,

- . / .

The'major components of VEPS were as follows:',2/ ,,,,

. ,.,,

(1) Counseling and Remediation. This component was to,pydvida en-
i.,

,."-4

/ ,
,..,

.
rollees witic-the motivatia andlasic educatiOnal 4 --as-ndefied to ,unction

effectively in a work environment.

-(2) Orientation. This CoMponent:was to,ipvide-Aprp.11eag*ttp";t6:`,
, _

. . 'e - r- 5- - , t -
, ,- 04 ,asi, ---) basic grasp of demands of the world of *ork, an awie:mtba pt

0,

-t -; v".f .1
; . ; t

*Originally, foutteen cities were targeted for VEPS programa, but

,

.
.i r . 7r-i-four sites:were unable to start programs. Two cities---CaUmbus, georgiva ,,i:x4wV

And Portland, Oregon--terminated VEPS,after the summer phase:- The remain,,. *'''...,-14,-;.it:
7...'ing,program Cities are:, Columbus, Ohio; Flint, Michigan; Fort WOrth, ,

;it
4.-J0°'-

Texas; Lawrence and Haverhill, Massachusetts; Norfolk, Virginia; Pittsburgh,..,7,":e
. , ,,,:,w

Pennsylvanla;-Salt Lake City, Utah; and San Bernardino, California.
.

.

. *ft F:1'.11* t..

,

7 '7,:,
: 1 e 5 :I: ,

.:0.400
..,..t.,f4.4._
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4 04. .

... pating'CompAny'S btisinesg.,. 'an acquaintance--With company facilities, a
.

,
/. f ; .

.# .1
1revi of'indUstry safety/programs gild procedures, and an explication of

!'i

)

. ,

the enrollee's Primal+ hdectives whiqe in the program and the compahy's
e

, . ,

-interest in the program. -;. . -4- .'
. ,

. -.

/ ,(3) Career' ExplAtion.. This component was to provide enrollees
/

with opportunities/ to become familiar/with the panofama of: jobs in the

'

world of worm; to observe others in a work environment, to'. dfscuss with
, , , . _

2
permanent employee's the 3j?iliyang and education needed job, success, to ,

. ... - , -- ,,
.

,
7

s

understand the' rel;iiarde',.atis,ing. 'from employment, and to learn of , the possi-
. ,,

.-
/. .

bilities of upward, MOblifty:in a given skill.
-. . ...,..- _ ,

%_- ,
:(4). .Non-ProduOtive-in:Thedob''Training. This co'mponOnt Involved .

N .

0 .

,

N:Lc1,pe SAIPefyision of yonth ej.rollee's as :they deithioped-baiic,Ab skills
.

t

j ' -and the applicationof those learned skills in'the 'otUalvw.prk environ-,:!_

' ol- ;..1 \ .
.

,
- -.

: e . ..,

t , . ; ,.- s.

- -.pent,. ThiS component Wass entirely non=productive. on- the -job training.
,. i .., .

. .

., ,

--:-.,,.

.

' , , ..
I:,

- '- (5) Productive Work. Experience". =Mils program component provided

1

"I

4-.
a,C t 40AI work experience- i'n Production of marketable , goods and services.

- , 5 .
. s . ' ;The tutt,ear ATEPS program had three segments .(summer, first school

\...',.,,-.

. -.:. ; --! \ ' ' . ..semester, and second, school semester). At the start' of each segment,'. the
. \

/ i s ,:s ...- -:, . ,... . ,\
\ ..

. .

N
). N

t s, :...hrol,l'de was to move ,to-41 new worketa`tion with either his- preSenLemployer
I .,.. .. ,

: - , ..: r -, .,.
. .

. ;

:, I ' lot :anOther. At the cone of the :progam each enrollee was to h445;e-
-

-'-

!Tha,d; three separate VEPS'.-Foik experiences.- .-- 1 --,--

----'-': `'-" - ' .4' N .. N, .. .. .... \
Youth participants: in the'VEPS program were to lie recruited by NYC

.

. . :

, '
' ; '' . , ''. 5

i spOnSO'rs; potential enrollees were .o, be. in-Lschool youth at leas t1,6, years
' ,

4 4"- '-cif 'eie who weie''ecori.61i0ally disadvantaged as defined by -NYC guidelines:

I. 1.?1 ::ParidfdaisT.igre to he rpf erred , to the appropriate high school counselors

,::.: i' . ,,,,

'.--Lfor-:dertification that! the students would be Ilth
L. . i .(, -,.,

-._,

-: and that they:we;fe "probable .dropouts."

it

41.4

giaders in September,

"
k
t

'
t

-4-
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e co44 elors assivied to the program were funded by the Office of

Education. o

aiding ,the

State yegul7 -

They were, t

and career e

of.'1:2.0 was

,---,`. andand obseY4e Jiirollees at their'private sector worksites and at their

schools (during the school year),' and would assist NYC sponsors and com-
.'s / A

W. CO'nselots Were to be selected for their interest in

dvantageg rather than for their credentia16, except where

ons or'union agreements required fully credentialed counselors.

evote full time to the enrollee's remediation, counseling,

4
loration needs and interests. A counselotenrollee ratio

oebe,maintained wherever possible. Counselors would contact
: .

panies in de,Aloping and operating severarprggram components.

Workiites for enrollees were to be identified and selected by NAB

metro offices; criteria for participating private sector companies included

a demonstrated interest in training and employing in-school youth, and a.

capability of effectively training new personnel. The program was to be

designed so as to provide each enrollee three separate and distinct work

experiences either within the same company or-in different companies over

,the course of one year. As conditions for partiCipating in the program,

a company was to agree to the following:

(1) provide, at its own cost, necessary staff, space, equipment,

. 'supplies and access to the principal worksites;

(2) make these resources alTellable to enrollees and high school.make

counselors; and
.

ment

, -

.(3) pay approximately 40% of enrollee salaries. ,
, -

Additional responsibilities of private sector companies' outlined in

program.guidelinkincluded:" (a) identification of training and employ-

4 (b) development of orientation and career exploration

-5-
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curricula with local NYC and school officials; (c), allocation of supervisory

personnel to training and working with enrollees;'(d) development of pro=

ttdures governing payrolls during training periods where the employer,bears

the full coSeqf the enrollee's salary; (e) designation of a company coor-

dinator to Assist the NYC sponsor and high school counselor in developing

program curriculums and schedules.
0

In addition to the recruitment and referral function, NYC sponsors

were responsible for program administration including record keeping,
. .

paying NYC wages to enrollees, maintaining liaison with company. coordinators

and high school counselors, working with the metro NAB youth coordinator, t,

provide for 3oint monitoring, and establishing a program review committee.
V

Assessment of the First Year VEPS Program'

CUP teams monitored seven first year cities. Quantifiable data were

collected from enrollee.forms.and other records. Observation and opinion

data were gathered by CUP field teams during interviews with program spon-
_

'gors, Other Agencies and participating companies.

The experiences of the seven intensively studied programs varied, but

were sufficiently similar to isolate trends in thelollowing six areas.*

1. Reduction in School Dropout Rates11 Almost' two- thirds (63.1%) of

the 431 enrollees completed the year.long progr#m. VEPS enrollees who

dropped out of school during the year totaled 9.7% of all enrollees. While

accurate dropout statistics are not available for comparable age groups,

it appears that the VEPS dropout rate compares-favorably with available

reports for similar ages. Given the VEPS target population - sixteei year

*For a detailed presentation of these dabs': see Center for Urban Pro-

grams, Vocational Exploration in the private Sector: Final Report and

Assessment, 1971-72, (February;.1973).

-6-,



old probable dropouts who were economically disadvantaged - the VEPS drop-
,

out rate can only be viewed positively.

2. Improved Academic Standing. Improved academic'standihg, parti-

eularly instances of marked improvement, offers-further evidence of program -

matic impact. The counseling component of VEPS was intended to demonstrate

the-value of high, school preparation for the world of work: Hopefully,

effective counseling would lead to improved grades among the enrolliees.

Grade point averages improves for 61.5% of the
/
254 enrollees on which

academic data were available. The GPA increase was over 0.25 on a 4.0 scale

for 48.1% of the enrollees.
r '

3. Improved School Attendance. As ith grade point averages, the

goal of the VEPS program was improved Ikendance patterns. Mille not as

4

c.
, .

marked as the improvement in a cademic averages, a ttendance improved for

50:0 %. of the enrollees.

4. Improved Disciplinary Status. Specific data on instances of disci-
°

islinary action Were not availabl-6. In,some cities records of such actions

are_ not part of the permanent student file; in others the information could

not be released. However, information was gained from the counselors, many

of whom knew the students from previous contacts. Among VEPS enrollees, and

particularly those who completed the program, there was a substantial

decrease in behavioral pralems and an improveMelt in attitude.

5. -Continued Part-Time Privats\Sector Employment. 'A major objective

of VEPS was to provide a mechanism by which youth whq.participated in VEPS

. would, upon cotyledon of the program, be retained ful,1 time by the private

sector employer duting the summeefollowing the first year and part time
/'

during the senior year, with the expectation of regular full -time employ

tent following high school graduation. Other programmatic oblectiAs--

#.
.

skill development. and the maturation of realistic attit,udes abogtsc400l

fzi ''''

A .

vv:,:oteh
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and the world of work--can be related to this objective. Data on 258

VEPS comp4ters indicate that 37.2% remained at their VEPS employer and

4.3% obtained other private sector work. Enrollees who 'continued into

the second program year (VEPS II) accounted for 22.9%and those returning

'to NYC another 20.9%. Only 4.3% of the completors were not working.*

6.= Facilitated the Transition from School to Work. VEPS was intended

to be a partial remedy for. the problems faced by high school graduates in

moving into the labor force. Although VEPS was intended for juniors, almost

4ine VEPS enrollee in four (24.5%) was a senior. This group formed a test

group to determine the extent to which enrollees were able to move into

full-time employmeneafter graduation. Of the fifty-seven youth who were

seniors and completed the program, almost, half (49,1%) retained a job in

the private sectot at their VEPS employer, another,5.3%.found other private °

sector employment, and 1.7% found public sector employMent. Only 5:3%

were not working, and a similar percentage had married and were probably

not working. Over a quarter (28.0%) went on to higher educatiori. Another

5.3%. joined the military. In ,terms of favorable outcomes (youth who were.

working,'in die military, or going on to a higher education), the VEPS program

had a,sucCess score of 89.4%.

Observed Deviations from First Year Program Guidelines

ImplementatiOn_of the first year VEPS guidelines differed considerably

among the cities which completed the experimental program. A brief itemi-

zation of the malor areas of programmatic variation ia presented here in: .

order to demonstrate the rationale for the guideline revisions which Were

*Other dispostions werer higher education 6.2%; military 2.3%; and
other 1.9%.
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made for the second program year.

1. Local offices of NAB represented a broad range of effectiveness,

tactics, and involvement. Generally, NAB was unable to develop many work

stations, especiallj among larw employers. Seygral NAB offices provided

little more than moral support, whye others invested substantial staff

time and effort.

2. NYC offices, while providing the overhead and administrative

services as well as referral.of NYC youth as potential VEPS recruits,

experienced administrative difficulties in cities where the NYC program

was not sponsored by the school system. In several cities the school

system dropped VEPS and,the NYC program continued it by itself.

3. First year VEPS enrollees were not limited to 16-year old rising

juniors'as called for in the guidelines and the potential dropOut criterion

4PIPwas not rigorously implemente40 ,

4. Counseling, career exploration, and remediation programs varied-

in content, design, hardware, and rapport with enrollees. Individual

counseling appeared good in all cities, but several provided little in

their:vocational exploration sessions.

Second Year Experience with VEPS

As a result of its onitoring activity in first year cities, CUP was r

Able to make a number of specific recommendations, which it felt would

improve the quality and administration in the VEPS-II programs.

These recommendations included the following:

1. Program administration was concentrated with the NYC sponsor which

t,

employed a Program team to work with VEPS. Thesoriginial concept had

relied on A high degreeof cooperation and integration among the spon-

soring groups. Inymost cities, the desired cooperation did not develop and,

in some areas, competition between agenficies hampered the program. Concen--,

2,0
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tration of administrative function's the NYC sponsor and the assign-

ment of a program team to handle the VEPS program was aimed at giving
.:k

,

proper responsibility to .the group with the most experience in working kith. '

-NYC enrollees. The program team concept was flexible, depending on local

conditions, and in smaller areas ;VEPS -Its was tffAtesponsibility of one person.

2. Job development became the responsibility of the program team;

the assistance of 'the NAB metro office and other groups was to be sought.

In most cities, NAB did little to promote private sector participation in

the program. Where NAB did work for VEPS, lack of staff and an emphasis.,

on working with large employers reduced their job developthent effective-

ness. With job development primarily assigned to the program team, liga

and other group' could be'used to provide-Publicity for VEPS and for

initial access to employers.
. .

3. Operationalization of the "probable dropout" criterion was made

more rigorous. 'In some programs, the only criterion utilized was that of

the 0E0 poverty guidelines; ho real effort was made to select "probable

1

dropouts" by specific criteria,, such as academic aChieviment, attendance,

disciplinary actions, and so forth. In some programs, there was deliberate i°
. , .

(

avoidance of enrollees with serious academic or_personal-problems (in
----

effect, "creaming" efollees) to assure pro aromatic success. Since the

counseling component had. the potential to rea youth with serious problems

(arid to ensure proper evaluation of the progrjam in this respect), CUP

recommended that a definite and concerted etfo t to recruit such enrollees

be made.

4. Work stations were to be sought amo smaller em o ers. It was

the observation of the CUP monitoring teams that

/
successful when they utilized smaller employers who would provide a wider

PS programs were more

91
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range of Job experiences-, closer supervision of the enrollees, and greater

interpersonal contact. In many cases, the owner of the establishment

actually provided the supervision and took a personal interest in the
"

enrollee. .
.

,,,

The variety of work,Operiences was felt to be of prime importance

in broadening the enrolfees''limited knowledge of opportunities for employ-°

ment upon Completion of high school. It was noted that many of the target's--
3 4

population had no experience on which to base a career selection.

Also olitinterpt, small employers' were more receptive to the program

thari larger emPlby s who envisioned VEP$ as requiring excessive "red tape."

Union restrictions also hampered 'the ,placement Ofenrollees with some
1

larger employersd, t,'- ,

5. Excepts for the ftft.t. sixty hours devoted to orientation and'begin-
.

,

ning vocational exploration,: _private sector-employers-were to share the
te

cost of enrollee wages on a:fifty-fiftybasis with NYC. This change-

eliminated the difficulties gen4ated under VEPS-I guidelines which called
°

for cost - sharing liased on various phases of each of three segments that

made up VEP 2.=1...The phasing procedure was. found inoperable in many sitUa-
) . \

4; '- ,

tions due to tle late Rtaft4nd too confusing in areas which attempted to
k

.. 4.4. '
fo4ow guidelines crOsely. Many first year programs turned to a constant

411.

percentage sharing (about sixty percent NYC and fo ty percent private

sector) which was maintained' throughoutthe pilot ear.

In recognition of the feet that enrollees'would.be engaged in some pro-
.

ductive.labor as, the work.lraining progressed, CUP. recommended a fifty-fifty,
.*--

cost-ratio for all hours Once-the youth was placed on.the job site after,

the sixty, hour orientation. his spl,it also recognized that the youth Would

have a disproportionate incidence Of problems and would require an increased
%.

supervisory load for the emplom. -Employers were also to share the cost
.0.
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of the four hour average bi-weekly counseling ses ions when the enrollee

would not be at the job site.

6. The counseling, remediation and career exploration Component was

given greater emphasis. This component further differentiated VEPS from

other youth training programs and was the area in which the program had k

great potential for benefiting the target population of probable dropouts.

This type of enrollee has been shown to have little, access to and little

success in work experiencr/programs which lack a strong counseling compon4nt.

The vocational exploration sessions coupled with the work training provided

the impetus for the probable dropout to reconsider the value of school and

academic training.

7." The counselor-enrollee ratio was increased to 1:30 from 1:20.

ExperiencemitiOVEPS-I indicated that even with pe responsibilities required

for VUS, an experienced, full-time counselor can adequately carry a counsel-

ing load of thirty to forty enrollees.. This guideline reduced the-adminis-

trative cost factor but due to limited DOL funding, many programs still' hid

problems maintaining an adequate staff:*

Of the aboVe recommendations, three were considered to be mandatory

for the VEPS-II,program due to their integral relationship to the success

of the program. These were: the fifty-fifty cost-sharing.with the private

sector; a'minimum of four hours average bi-weekly devoted to counseling,

career exploration and xemediation; and two. work experiences with the same

or different employers.

VEPS-II,programs were conducted in twenty cities. Several cities

. -
1

were authorized but never organized programs, while others began operation

and then phased out of 'VET'S., The program's objectives continued unchanged

from the first...year. Some procedures were changed as outlined above.

23.
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\
Monitoring visits to,selected second year cities were made throughout

the year. These visits_ were 'used to observe the implementation of the

0 second year guideline revisions and to collect data on the enrollees..

\)*

The following discussion itemizes the seven major second year guide-
.

line changes. Each item is followed-brobservations on their implements-

tion during the second year.

1. Program administration was concentrated with the NYC,sponsor which

employed a program team to work with VEPS.,, VEPS programs outside>larger

urban areas usually provided one staff person who was responsible for ,

all phasso of the program. In some cases, NYC counselors merely assumed

the additional duties pfoperating VEPS,. Only the lirger programs employed

a staff of several persons. However, even where several staff people were

4
available, they usually did not specialize in a VEPS;domponent, suchas jOb

development or vocational exploration.

There are several reasons why so little specialization took place.-

First; counselors who work with all,aspects of the program seem to feel

more confident' about placing students. They know the students and their

)\ * ,

limitations and are familia with e employer's expectations. second,

counselors who have actually developed the training stations feel they have

better access to the worksite in order to make counseling contacts. Third,

the VEPS programs have been limited in enrollee size and consequently thes
staffs were never larger than six. la maybe that sign daftly larg er

staffs result in the need for more specialization.

Funding a program team presented problems in the secon' year. Cities

funded VEPS counselors using first year carry -over Offide o Education

funds,. small supplemental, grants from the Department of lato , regular NYC

alleCStionS and outside sources Such es the Public Employment rogram. In

-13:-
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any; future planning the need for counselors who provide the progrim Services

is obvious. Many of heir functions such as job' development could not be

delegated to existing groups without eliminating the program as it, has

Aerated for two years.
1

Jbb development became the responsibility of the prograbl team; the

assistance of the NAB metro office and other groupsvas to be sought. The

formal change in the job development function for VEPS-II reduced the uncer-

tainty that surrounded the, first year' of VEPS. The counselors 'knew from

the beginning that they would be developing the training site for the

enrollees. This approach worked well in almgst all cities, The-advantages

in terms of knowing employer expectations, working conditions, and estab-

lishing rapport for later accesein the .counseling program were mentioned

above. Cooperation with NAB was'achieved in several cases.

The counselors generally responded well to the challenge of*obtain-

ing training positions in the private sector. As in the first year, most

of the counselors had previously only worked with public sector'employers

in the NYC program. Most counselors felt that developing jobs in the

4
4

private sector was more demanding than placement in the public sector.

However, other factors, such as the requirement that the private sector

employers pay a portion of the wages, hampered VEPS'job development com-

pared' to NYC. Some prograps'were not,selective enough in thf types of

training positions accepted. The °need to, develop many openings before Fall,

1973, accentuated this problem.

3. Operationalization of the "probable dropout" criter nwas made

more rigorous. Almost all programs in the second year made some attempt

to include "probable dropouti\C' ',The selection criteria varied widely but
,

)

. °

-14- ti
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,
usually included as a minimum some etialnative information from summer NYC

counselors. Few cities made selections based on extremely rigorous criteria
4p

, -

in any organized manner: But, the enrollees participating in VEPS usua yii. # (

ymoihnot been enrolled in a regularschool program in either vocational educa-
. . ,

, . -,
.:;,,,,

.
,..

tion on career development.

It is hoped that programs will continue toselect students who are:not'

now partioipating it school programs in vocational or. career education..` Genex-
- liv ,

ally, efforts,should be made to work with students who are not (long superior

academic work. By so doing the program maximized the benefits from the VEPS

counselors and the relatively low enrollee-to-counselor ratio.,

Out-of-school,NYC enrollees were also'potential VEPS enrollees. Duringj

v. .

.VEPS-II, Minneapolis used the VEPS concept with youth in out-of-school-NYC.

Although not assisting dirently,toward high school graduation, VEPS does pre-

.

vide the out -of-enhool enrollees,with work experience and training with a
7

private sector company which,l.s in a position - to employ the yOuth,full-time.

.

The experience in the, first year of VEPS4aisthat students who had

failed all their subjects were generally;'pove-risks for'VEPS. In other

1.words, they were too f behind their classmates in school, and had been
.

away from the classroom setting too ofte.to be motivated toward sChoOl

attendance by just obtaining a job.

Due to state and Federal labor 'Iftis14tiou and:insure e provisions6

VEPS enrollees should be at least 16 yeais,old. Whether to select Juiiiors

or Seniors has been the subject of nsiderable debate by progratesponsors.

One side suggests that Seniors who hive a part-time job are in a better

position to obtain full-time employment aften high school graduation. The

%

other" side suggests that Seniors areknotvery likely to be "probable drap- :,0,

outs" and that efforts shOuld be di iectedlo working,with Juniors oreeven '

,
.

Sophomoies who are behin0 their -peers in, school redits. CUP. believes that

w' $7 "r
- .....

t
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L.1.._ _

feature has been helpful in obtaintrigvrivate sector Participation in VEP
, . ,

. ,

:. ,
This ince4 tive is ,essential sinc:'- i. programs hal/,'.,a number of_students,

both these positions have merit and that the program goals of dropout

tidn.and transition'to full-time employment are not entirely compatible.

In the decision. whether ,to enroll juniors or seniors (Or both) the

local labor market.and school 13Ograming should be considered. As noted
0

above, the-selection of "probable dropouts" is more difficult. Programs-

should weighihe student's academic and personal problems in selecting

,students who would benefit from VEPS and who are not hopelessly behind in

4. ' Work stations were to be sought among smaller employers. The

emphasis on'smaller employers was maintained in VEPS-II programs. The

.,
advantages of using smaller employers wee realized rogra, ms

should continues to develop training positions with smaller employers. How-
o c

job developers should be selective and select employers who are will-

ing to deote-the necessary time to training and supervising the student.

Additiona lly, participa ting employers should.permit enrollees to learn a ''''''ir 6

range of activities even if they are in only two positions during their

.program experience.

5. Except for the first sixty hours devoted' to orientation and begin-
r.

rank vocational exploration, private-sector employers were to share the

cost of enrollee wages on, a fifty-fifty basis with NYC1. :The. cost sharing

J ',;,.-'

heymany with specific training*o'are doing well academitally-,,:that they are

trying to:place in part-time employment.' Employers pay the student's wages,
A4

but there are no program limits on the work he can perform,. Therefore,

cost- sharing has-been an incentive which provided access to tratging for
.. . .--

IMPS enrollees who are usually outside the school's regular programs, with

.

limited skills; and mediocre academic records. .

O
-16- 441
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. f.."O I/ "-. , . .
The cost-sharing shouldv remain in the program on the satoebati3is,!,: i

...v.
,

..-e.:

, r' .

'',-' '.' -.".= - / -

fifty- percent employer and fifty percent program. While it may belosr-.0.
, .

sibleitto operate a program similar tb VEPS with employers, paying all enrollee
1

. --,. .-.
1

tg ,-, wages and the ,program 'only providing counselors, the success p %.,,i,..t,e. a
.., ,. . Vlimited program would depend largely on thei type of students s d. VEPS

,-,/
.

' program experience suggests that placements could be made, but the employers
. \

3-- would be less willing to, work with any enrollee.,prOlems before, terminating

them: If students without problems were seiected,,:tthe program could 7-

more placements, but the program concept would.beo.Ognificantly altered.

6. The counseling, remediation, and career *6.4ploration component

given greater emphasis. VBPS-II progralp.Mpinfaned 4:high level of
.. .

. counseling contacts. Remediaion was' candled on an indi4idual basis in
, -

.-'-''',--' . . -.'-'--- -- ,-/- _

continued
.- . .

most areas. The implementation -of ,:cpr ceer exploration ontinued to vary Cori-
::-.,

'siderably amqircities. All three.:areas'-thlitlebe emphapized. ' -Career
. - , ,.. - '- .

-.-'e-1,,-,--;---";

-, _ , - -

;,/ -' t- -,
'4" -.--- -"- . ,./..:-.,;,,-

exploration should be stressed using ait:esPet.ta4464tiilia or by enrolling
- .-:.:-..-- z,.k.,114 ' .

4, . 1 t
the youth in appropriote school classes. ThriACtLial metrjefislor achieving

, -: i
' c,'-:'

1,'-, ,,*, -,:`41.,

the 'emphasis should be left up to the local rog'ram apopp0.:

-
t

r .., " .., .. .
7. The counselor-enrollee ratio is increased- -to i:,5440m 1:20. --This

\,. ,-.., , - I 4;,..;
-, ....

-guideline change was followed in VEPS -II programs.- dOuns4i.is generally

..- ' ' ..-. -. t 1? , \
believe that thirty to forty enrollees would be 4-m4imimi"-iii,,kpogram`

which provides the.counseling and supportive services 'calla fed' iaJthe
. %. : s.-r-,: ,:

.

,

VEPS design. No firm ratio can ever be "gorreei"- for all situations. iitia-
,

.,.. e -
1. 1 . , -.

ever, unless the enrollees are substantially diffe nt from thdse enrolled

will -probably not be able 40 work,during the first two yeard, counselors

more than forty youth. 7-Even this

k'

number will resquir::0:t2ertain amount

-."

andof pha ring fob development an p acement.
,-

,2R
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Assessment of the Second Year. VEPS Program

CUP monitoring teams 'compiled quahtifiable data from enrollee forms

.

.1 am4Other records. Information was available on 716 VEP8-II enrollees in

eleven cities. The Summary of this information for six program areas for

the eleven programs follows.
;

., 1. Reduction in School Dropout Rates. Over half (53.9%) of the

vEps-II enrollees completed the program. This was a lower program comple-

tion rate than in VEPS-I due to the higher proportion of seniors, in VEPS-II

who left the program but remained in school and graduated. The school drop-

out rate-sduring vEps-r emained below ten percent (9.9%). Since VEPS-II

enrollees were ITYC-e1ii0le youth generally with academic and family problems,
- .J4r

this represents a-con-tOdaiion of the positive impacX.tibleyved in VEPS-I. t'.-
---...- .....47-7.

....:

2. Improved, Acadetic_.$tandifiQ --VF2.-S-_11, continued the intensive coun-
--.i i -j! -::- !-`4--. 777 - - -- - ,

s' ', - : .
seling contact with enrollees that.waEi-hoped to lead to improved academic

. ...,.....
-..

.

averages and a "hetter understanding oi`jqbopportunities. Grade poifit'
.

.

averages improved for 62.0% pf-the 347 VEPS-II-completers (61.5% in VEPS-I ).
, ,,-

..
B. M

The GPA increase was over 0.25 on a 4.0 scale foT,46;7 t of the enrollees.

\- 3. Improved School Attendance. Another VEP*II goal was improved
. .

.

schoolattendance. Enrollees improved their schooP attendance from the

-;

.,
previous year In 48.8% (50.0% of VEPS-I completers imp;oved). However,

...

....., _:-

,, as in liFS-I, the changes in days of school missed were:,not as dramatic as

\ '
. ..

. ,

..

werechanges in academic averages.
. %..k

%
.

'.4. Improved Disciplinary Status. VEPS-II enrollees exhibited the
\ _

same type of improvement in this area as noted for VEPS -I enrollees. Spe-

?cific'data was not available due to school records policies, but.the in-

^1

formation\gained WO in coun'Seldis leaves doubt of the improvement in
. ,

this area.

29



5. Continued Private Sector Employment. .A major objective of the

"VEPS program was to-enable the enrolleefwto retain their positions with

their VEPS employer. 'VEPS-II was successfuln achieving this go Over

two-thirds (69.0%) of VEP'§=II completers were retained full -nine t the VEPS

work 'station after completion of the program and 6.3% found other privath

sector employment. 'This 75.3% rate of placement among'VEPS-II co pleters

,tls substantially higher than the 41:5% for the VEPS -I, program du o the

higher proportion of ,seniors enrolled in VEPS-II. 'Favorable programmatic

outcomes (private sector employment, higher education, and military service)

constitute 83.7% of the completers, compared to 50.0% in VEPS-I. Youth not

workidg totaled 3i. or 8.4% of the VEPS-II completers. The data.amply demon-

strates the employment potential offered by the VEPS program.

6. Facilitated the Transition from School to Work. The guidelines for

VEPS-II did not specify that enrollees be in any particular School year,.and

consequently 48.7% of the enrollees were seniors during the program year.

The full-time employed rate for-the 179 seniors who completed VEPS-II as

graduated seniors was.71:5%, compared to 56.1% in the first year.progra4
1

,

Of, the 179, 106 (59.2%), were retained ar their VEPS work site, fiftee76'.(8.4%)

found other private sector work, arid seven (3.9%) were employed in the public

sector...Another. 9.5% of the graduating seniors went on to higher education

and 4.5% joined the military. 'NEPS=:I 28.0%.sought additional education.)
,,,.

1-

4
.'..7-1,i _.---, :-..---,

Slightly over 10% of the seniors 44.0140*VEPS71Isere unemployed. Favor-
ii .

'.-".,4X:.= .
. .

able outcomes were recorded for115:5%'Of the graduating seniors compared to-

89.4% for VEPS-I. In both years the VEiS program provided a bigh level of

transition from school to full-time work or further education.
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Observed' Deviations romSecond Year Program Guidelines

The revised guidelines for the second year of VEPS solved,many of .e-

, the problems which were detected during the first year. However, several
1

areas continiued to present difficulty during VEPS-II. The major variations

observed in monitoring programs were a lack of an intensive orientation

program, failure to rotate youth on job assignments, and the,Absende of

.

the bi-weekly vocational exploration sessions. The following general obser-

vations can be made regarding the problem areas that emerged in VEPS-II.

1. Selection of Youth. Some VEPS-II program did not attempt a

rigorous selection of "probable drOpouts" as enrollees. `Several reasons

were given for this. 'Using "problem" students would open a real possibility

that in the event of a serious problem arising over the behavior of a youth,

the 'entire prograi'dould be put in jeopardy. Second,. some programs used *

,VEPS as a reward for promising-NYC 'youth..

2. Job Development. 'Coudselors sometimes developed jobs without

724gard to eithfr the future potential ofthe enrolleg being employed or ,J

the opportunity for advancement. This was ften done with,the intention 6v
14;2-

'~ moving the enrollee at a later time but f
1 -

enrollees were actually trans-

,-

ferred. -Hastet_in dgyeloping jobs apparent]. ;means inclusion of less than

satisfactory worksites.

3. Pre-Job Orientation. Although most programs felt the need for a .

" comprehensive orientation, these sessions varied considerably in scope,

content and duration. Counseling problems appeared to less frequent in _

programs where detailed orientation w s presented. Another difficulty,

severarprogtams encountered was the incremeneAl,phase-in of youth:- Giyen

this procedure, an orientation program woulebe an on-going-activity and

would require substantial allocations of staff time. Proper pladrang of

1.
a years long prOgram avoids this problOm.",

-20-
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4. Work Experience and Training. The new payroll procedures worked

very well. The only exceptions involved conflicts with the established

procedures of local school systems. Enrollees generally were not rotated

through. two work experiences on any formal, regularized basis. Most pro-

gram
-

ptrsonnel did not believe they could obtain employer cooperation with

this requirement, although it may be more a matter of careful explanation

during the job development phase, While no formal routines were implementd4:-

most youttl obtained a variety of experiences within a single work setting.

5. Counseling. Counseling was,a' major program element which was

generally well implemented; In a_few cases, counselors may have been too

concerned about the attitudes and responses of participating employers

at the expense of the enrollees; this problem generally related to the

quality of job assignments. At an opposite node;_some counselors tended

to becoMe to involved with the problems of one individual to the detriment

of the counselor's availability to other youth.

1, 6.' Vocational Exploration. Severai,.but not all,'progr6ams implemented

the required bi-weekly vocational exploratiott sessions. Most cities did

not move aggressively on this component. Cities operating VEPS for the

first time had several problems which they felt'tjustified setting aside

forma4 lized voc tip-ft-al-exploration.' Foremost among these reasons was the

time constraint. Demands on staff time to establish an administratilie
0 t

I ..
/

framework, recruit employers, select enrolleds, and conduct program planning
. 0 4

Were inordinately high ,at the time orientation was to take place. These

. , .

sessions were put off in the hOe of empligitzing Selected orientatilon.
.>

features at.a la*r time; this hope was ultimately ill-founded. In_addi-'
%.1

tionL.somtiprograms-Ata not explain VEPS adequately ip their intial employer

Contacts and were concerned that employers would drop VEPS if the bi-weekly

_,

session0 Were instituted.

-21-
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SECTION TWO: RECOMMENDATIONS AND MODEL FOR IMPLEMENTING YOUTH TRAINING
4Art* :

'IN THE PRIVATE.- SECTOR

Summary of Major Recommendations for Youth Training in the
Private Sector

The suggestions for continued NYC enrollee placement in the private

sector are contained in Department of Labor Field Memorandum No. 255-73

(August 24, 1973). However, FM No. 255-73 and an attachment which specified

six guidelines and five general recommendations were never published in the

Federal Register and, consequently, were never implemented., The attachment

is reproduced following this introduction.

The Manpower. Administration maintained the thrust of preceding VEPS

1). i

i

programs toward improving the 4MDloyabity':of _youth. The materiallin.

FM No. 255 -73 -was much more flexible than those of th previous e)iperimental

VEPS yeaxs.

The major changes in the recommendations are listed below.

1. Enrollees may be employed at one company for 1,000Iours pro-

s

vided they are rotates to a new training and work expeiience after 500

hours.)

A

2. Work training and experience must be in occupations whose Specific

Vocational Preparation time,,listed in the Dictionary of Occupational

Titles'is above skill level 1.

3. enrollees no longer leave to be selected from the specific

target group of probatile dropouts.

Recommendations:in the Modeitfor Implementation

A model for implementing program components is presented.in the follow-
ti

ing sections. 4Each sectionis prefaced with any applicable material from

U.S. Department of Labor Field Memorandum No. 255-73 (Auguit 24, 1973). It

-should be noted that the-recommendations coSL have been supplemented with

. ,

-..
itle.. ,

..
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-additional requirements by the regional offices of the Department of taboi.

The impleMentation model attempts to provide workable options to allow

for varying local circumstances: Based on the Center for Urban Programs'

monitoring visits to the VEPS cities, some procedures are recommended with-
,.

out alternatives.

NOTE: Any program adapted from the model must meet the regulations
6

of the Comprehensive Employikent and Training Act of 1973. Since NYC will

be phased out under.CETA and prime sponsOrs will design their own youth

programs, references to NYC in the model should be replaced by appropriate

. designati based on the local situation.

r

1.

- 2 4 -

t \
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RECOMMENDATIONS*

YOUTH TRAINING IN THE PRIVATE SECTOR

Enrollees maybe placed at a private-for-profit worksite for up to 1000

hours of work experience provided that the following guides are adhered to:

, 1. After 500 hours at the worksite, the enrollee will be rotated to a

new work/training experience. For example, if a enrollee is placed at

a dry cleaning'store, the'eprollee might spend the first 500 hours re-
ceiving training/work experience as a cashier, and the second 500 hours

receiving training/work experience as a-machine operatot.

An enrollee may not bt trained in any field in which after a short demon-

stration, the enrollee would be productive. To termine occupations

ml this sort, you should refer to the Dictionary o 17Ccupaelonal Titles.

Any occupation whbse Specific Vocational Preparation time is listed at

.level 1 would-be inappropriate for NYC enrollees.

2. The wages which the enrollee receives wil 17 be 'shared on a 50/50 basis

between the7employer and the NYC. ponsor. Theqharing ivy be for time

spent in work experience only, or if the,employer agreawfor tthe total

enrollee participation time in the project, including orientation, career

counseling, remedial education, etc.

°Jr ,e/

vN
/

3. After elle 1000 hours with one employer is completed,* the enrollee can

either (a) be picked up-by the employer entirely on his payroll -thence

terminated from the programl, or,(b) be placed with another employer for

new training.,-

--
4. Companies with whom enrollees are placed must assure that participa-,

tion of enrollees will not result in the displacement of-employed workers

or result in the_substitution of thes9 enrollees for regular workers who

would normally be hired.

5.. Companies must 'comply with the requirements of the Fair Labor Standards

Act'and pertinent State or local laws regarding the training and employ-

.. ment of youth.

6. In the event that an occupation in which-an NYC enrollee is being

trained is covered by a bargaining agreement with a company's establish-

ment, the company must indicate that it has discussed the prodam with

the appropriate bargaining agency and has the concu rence of the agency

as to the on-the-job training, and rates of pay as ociated therewith.

The following recommended practices should, if pos ble, be incorporated:

1. Pre-placement orientation s d be provided by the],spOnsor. Areas

covered might includworld-of-work ientation (job attitudes, dreSs,

responsibilities),,career exploration sese ons, determination of job

interests and skills, and correlation of interest and ski7lls with avail-

able jobs.

*This material was ,ontained in U.S: Department of Labor Field Memoran-

O

dum No: 255-73 (August 24, 1973) but was never published in the Federal

Register and consequently Vas never implemented.
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2. Career counseling and explorat i' on activities are encouraged and should

be provided by the sponsor and the eMplbyer'on,an on-going basis. Explor-

ation activities might include field trips and/outside speakers.
.

,

3. To'avoid duplication of effbrt, sponsors should be encouraged to
coordinate their-worksite developmentactivities with the National Alliance

,
'

of Businessmen.',
P

,4
._
.

: .

.
.t

4. In-School and Summer NYC sponso Should.also be encouraged to establish
a linkage with the school'svocational or work experience diviSion to assist
in the development of a'career counseling/exploration curriculum, etc.
An'effort should be made to enroll youth into the private sector NYC
program who would not ordinarily be eligible for the school's regular

.4(

vocational or wo experience program: w"

5. Companies should be encouraged

a. Identify private sector training and work experience positions

for NYC enrollees.

b. Provide two work experience/training positions (or job sta-
tions)., a wide variety of job activities, and guarantee close
supervision. necessary for training.

c. Provide their regularorientatibn given for all employees, in-
cluding a company tour and a discussion of the interrelationships

between various jobs ithe company:

d. Designate personnel who will devot sufficient time to training

and working with enrollees.

e. Agree_to,the terms of enrollee paymen as stipulated in Item"2.

--4-. ,
.

"----f- 'Agree not to hire any In-Schooll'Or Summet NYC enrollees for
full -time employment until they have'graduated fro% high school

(this does not apply to Out-p£-Schoolenrollees).

,

g. Execute a Letter of Agreement with the NYC sponsor covering the
. ,., ,

above.responsibilities. .

' 0 4
:.-
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I. ADMINISTRATIVE STRUCTURE AND STAFF

A. Recommendations

There are no specific recommendations for this program .compon-

ent.

B. Implementation

1. The NYC project will have administrative and program

responsibility for the program.

2. There are three possibilities for staffing:

a. One person who is responsible for all components of
the program with all enrollees.

b. Several staff who are each responsible for all
components of the program for all enrollees.

c. Several staff who specialize in conducting some
components of the program for all enrollees.

3. Factors which should be constdered in choosing one of

the three patterns are:

a. In cities with smaller NYC 'programs it may be

0

ft

difficult to have a program team working exclusively with

private'sector placement, but. it is essential th t the

different structure of the private.sector-progr compared

with regular NYC be carried through by any staff working

in both programs.

b. Even if the-staff is going to specialize,,the roles

of the program team members will have,to overlap to-some ex--

tent. In a program of 90 enrollees, all three would serve

as counselors fbr some enrollees. One pos6ibility

/1 ENROLLEES PER

STAFF - PRIMARY AND SECONDARY ROLE COUNSELOR

Counselor

Job Developer

Counseling and Vocational Expldration

Job Development and Counseling

r.7

35

35



Vocational Vocational Exploration and Counseling 20,

Specialist
90 Total

For a program with 60 youth, the, responsibilities could be divided

as follows:

STAFF PRIMARY AND SECONDARY ROLE
# ENROLLEES PER

COUNSELOR

Counselor-Job Job Development and Counseling v 35

Developer ,
..,

, .

i Vocational Vocational Exploration and Counseling 2'5

Specialist.
60 Total'

c. Since the private sector program depends heavily on

quality jobs which provide a high degree of vocational exposure,

the job developer-counselor should have experience in dealing

with private sector companies. As the program is implemented,

.

- he will be assisted in job development by the other members of

the program team, butthe main responsibility should be his.

d. Effective staffing of the-program requires some personnel

who are not usually found in existing NYC programs. This is

primarily the Ease with the vocational specialist. The vocation-

al specialist should be familiar with the wide range of materials

and techniques available for use in career exploration. Such

indiyiduals1.7111 often be in the school system's regular coopera-

k
tive education or guidance counseling programs. NYC programs

which are not school-sponsored might handle a'..portion of their

sAaffing-by:

° 1. --Sub-contracting with the school system for counsel-
.

ing or vocational exploration personnel,

lb
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2. Hiring staff directly, using a regular NYC counselor

and job,developer supplemented by the vocational specialist

who would be hired or sub-contracted from the, school system.

-.' . . .
e.- pue to prevailing. local wade scales, salary levels above

( 41-

\--.

dose exiating NYC program may be required in order to hire
' _:4. .

,,,4-

a balanc61 programsteam. This possibility should be considefed
,

and approa0,ted realistidally#as soon 'as possible. It serves the

..=-

trogram better to Pay whatever is necessary to obtain personnel

qualified to carry out its objectives,
ti

4. The designation of project coordinator will be based on a

number oflocal factors. It is suggested that a counselor or voca-
1

tional specialist be placed in this role. Since counseling and
'

vocational exploration are recommended as major Program elements,

experience in these areas should be the main job qualification
, .

5. Cities where NYC ot sponsored by the school system will

1
pottlly havemore problems. These problems include:

a. Access to any records and the high school counselors

for assistance in Selecting enrollees.

b. Arranging- early release from,sc41e19.1-.1.4a22,t!!14,,,
,

during -the,school y

. c. Granting credit for work experience in line with other

worX-rstudy students.

.d. Gaining opportunity for discussions during school hours.

e. Matching enrollee course schedules to job interests:.

To overcome these problems NYC's present relationship with

the school system resulting from coordinating the in-school NYC pro-
. ?

-29-
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'1, a

grams with the schools must be expandepl to aid the program., NYC
, u

director and 'the in-schobl counselors should asist any new personnel,
- ,

in establishing working relationships with the necessary-school personnel.
.

.

,

a 6.; The private sector program can be used in out -of- school NYC

,

programl. Various sample materials
b

presenitd
.

in this implementetiton (i.',: ,-

model will have to be modified for use in out -of- school programs.

'r

-30-
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II. 'ELECTION OF YOUTH

A. Recommendation

AN EFFORT SHQULD BE MADE TO ENROLL YOUTH INTO THE PRIVATE
SEgTOA NYC .PROGRAM WHO WOULD NOT' ORDINARILY BE ELIGIBLE FOR THE

-SCHOOL'S REGULAR VOCATIONAL OR WORK EXPERIENCE PROGRAM.

1
B. Implementation-'

. ..,..A....^^
.e-,

1. Youth under 16 should be ke in,regulak14Aga-..manl*"

private employers cannot employ youth und 6 rear of age due

to,regtrictions 'imposed jiy state labor laws and insurance companies.

2. Since there will probably, be more 16-year old NYC youth

interested in the program than spaces greavailable, the program

staff must develop a procedure for selecting those youth who appear .

to be most likely.to benefit from training and work experienCe in

the private
#6
sector.

AW '

.',......4.,
3. In therselection process the program might decide to-give.°

IL,
-

preference to yoUth in a particular school y for example, seniors

might be Selected first to give them a better opportunity in the

job market, especially with their employers, after high school

graduation?_,Howevet, in order to maintain a thrust toward school
At.

.

dropout preyention and career preparation,, juniors or sophomores

might be selected first because they would generally be more drop-I

out prone and could alter ticeir academic schedules to further their
.

career goals while participating in the program,.

4. In determining the order that enrollees are selected,

consiietatign should be given the plan being followed in several
_

'aurrght7EPS cities. They intend to place 14 and 15 year olds
.

.in.the regular NYC program; move the youth into the private sector

31
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program during their junior year; and place the youth in the

school's regular work-experience 1:ogratos as seniors. Where NYC

is not sponsored., by-the-dAool system and cannot gain the coopera-

tion of the schools, seniors appear to be a better choice for a,

4.0q,

one-year private sector work experience.

.

The recommendation that enrollees be students who are not

1.14 for the school's regular vocational or work experience.

may be difficult to implement. Although the recommendations

donot require probable dropouts to be enrolled as did the VEPS

program, the selection of students for a limitenumber of places

required a number of decisions. Th ollowing factors should'be

considered:

a. Selecting students-with few academid problems will

.be more readily accepted_by employers and create fewer on-the-
,

Sob 'problems, but may cause more problems. in placement for the

school's regylar work experience programs which do no&-hdve

the.0"50 cost sharing featu're.

4,.. Some NYC enrollees may have careerMals that cannot
.%- - k

be furthered by'exposure to positions in publiC agencies. Such
Y$

I

stuaqhW cq.ild be placed in the pri,late sector through the new

--4 \progr.. D

-,
.

,-

c.,,g0g,rams mad, decide to utilize private sector employ-

VA \',: '

ment as-:702teweXd tdifie best'enroilees (measures :for best may
... , ,

itfc-:-. . \. , ,, d-

include acre -;?work4s,eiscipline record, and attitude). or be
.

`i,:"Ai-;,--.6, '.,`,,,,

.4,-;- .i.! ".'.used' in'combil*ti;pn with\egular NYC to phase studentelftto
-14 1 .

' .private sector 11413yment after partic n in public sector

employment. 'Onelkid*of cauflon indicated by VEPS progrm
- \ e 1

)Nt.

. 1,

'
' "-}

J:c\
i t ri
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experience is that-youth generally find public sector NYC

positions less demanding than private sector positions. An
- .,

agressive provam of counseling and improve, could

be used to offset this problem in programs that plan_tol'move

enrollees from public to private sector work.stations.

d. Experience with VEPS,Andicates that students who

are not too far behind their classmates can respond to the

demands of priyate sector work stations. Therefore, students

with problems could benefit bytainglcreened into the private

a
sector program. Indicators which could be examined include

the following:

(1) Academic record

(2) School attendance

(3) Disciplinary. actions

(4) School counselor recommendations

(5) Reading scores or other ttst indices

(6) Other considerhtiOrialgsuch as special family or

personal problems.

e. Selection of enrollees will ultimately involve a

decision on the resources such as nseling time which can

be devoted to the program. Ho ever, even in smaller pro-
_

gtams, some probleM students could be screenea,into the pro-

gfam.

6. An estimate of the program's' job development potential

must be made before enrolling the youth. A group of alternates above

those initially chosen should be seleqedand provided with the pre-job

orientation to serve as replacements for employers (who are providing



trainingnd remain interested in participating, in the program) after

an enrolIeeleaves his job. .0,.

-

7. The respo nsibilitlea of the enrollees shauld,be explained
..

to the.youih when thp are invited to participate in the program.

8. Some programs found it helpful to meet '0,ith parerits of .,

interested youth to explain the program and enlist the parents'

interest and support. In other prograMs, a letterwas_sent. home

explaining the program and asking,permission for Their son or

daughter to participate. Where staffing permitA, counselors should'

make home visits.

9. Enrollees could be asked to sign a letter of agreement,

-1- %p,__

stating that they will carry out their responsibilitie in he pro-
1 r ,,,,

. I_
gram. They ,Should receive a copy and a 'copy should'be placed in

their file. See letter on follawing page.

4

adickOty,
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Ao.

.,,

.4



4

Sample Enrollee Letter of Agreement

PRIVATE SECTOR TRAINING PROGRAM

Enrollee Agree:fneni-Form

As a member of the Program I agree to all of the
following:

1. To maintain at least a passing grade in
my school courses.

2. To work to the best of my ability, in

school and on-the-job.
f

3. To abide by de basic procedures
governing this.program as set up hry

the Program and my employer.

4. To consult my counselors on a regular
%basis as determined by my counselor,
myself, and my, employer.

I understand if I do not abide by.the above agree-
ment that I may be dismissed from the Program.

,
. Date

/

0,

ti

Signature of Enrollee

Signature of Parent or Guardian

)Signature of Project Director

Note: Items 1 and,2 would be omitted in out-of-school programs.

r. ry

/0
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III. JOB DEVELOPMENT AND RESPONSIBILITIES.OF PRIVATE SECTOR EMPLOYERS

, A, Recommendations (See also Work Experience and TrainJ.ng, p. .)

'1. THE -WAGES WHICH THE ENROLLEE RECEIVES WILL BE SHARED ON A
50/50 BASIS BETWEEN THE EMPLOYER'AND THE NYC SPONSOR. THE SHAR-
ING MAY BE FOR TIME SPENT IN,WORK EXPERIENCE ONLY, OR IF THE
EMPLOYER AGREES, FOR THE TOTAL ENROLLEE PARTICIPATION TIME IN
THE PROJECT, INCLUDING ORIENTATION,_ CAREER COUNSELING, REMEDIAL
EDUCATION, ETC.

,-7
;

2. COMPANIES WITH WHOM ENROLLEES ARE PLACED MUST A$SURE THAT
PARTICIPATION OF ENROLLEES WILL NOT RESULT IN THE DISPLACEMENT-
OF EMPLOYED WORKERSIOR RESULT IN THE SUBSTITUTION OF THESE
ENROLLEES FOR REGULAR WORKERS WHO WOULD NORMALLY BE HIRED.

3. COMPANIES MUST COMPLY WITH THE. REQUIREMENTS OF THE FAIR
LABOR STANDARDS ACT AND PERTINENT STATE,PR LOCAL LAWS REGARD-
ING THE TRAINING AND EMPLOYMENT OF YOUTH'.

4. IN THE EVENT THAT AN OCCUPATION IN WHICH A NYC ENROLLEE
IS BEING TRAINED IS COVERED BY A BARGAINING AGREEMENT WITH
A COMPANY'S ESTABLISHMENT, THE COMPANY MUST INDICATE THAT IT
HAS DISCUSSED THE PROGRAM WITH-THE APPROPRIATE BARGAINING

.,-1-.AGENCY AND HAS THE CONCURRENCE OF THE,AGENCY AS TO THE ON -THE -
JOB TRAINING, AND RATES OF PAY ASSOCIATED THEREWITH.

COMPANIES SHOULD BE ENCOURAGED TO:

A. IDENTIFY PRIVATE SECTOA-TRAINING AND WORK EXPERIENCE
POSITIONS-FOR NYC.,WOLLEES.

r,.. B. PROVIDE TWO-WORK EXPERIENCE/TRAINING POSITIONS (OR JOB
' STATIONS), A WIDE VARIETY OF JOB ACTIVITIES, AND GUARANTEE

'CLOSE SUPERVISION NECESSARY FOR TRAINING.

C. PROVIDE THEIR REGULAR ORIENTATION GIVER FOR ALL EM-
PLOYEES, INCLUDING A COMPANY TOUR AND A DISCUSSION OF THE
INTERRELATIONSHIPS BETWEEN VARIOUS JOBS IN THE COMPANY..

D. DESIGNATE PERSONNEL WHO WILL DEVOTE SUFFICIENT TIME=
TO TRAINING AND WORKING WITH ENROLLEES.

E. AGREE TO THE TERMS OF ENROLLEE PAYMENT AS STIPULATED
IN ITEM III..A.1. ,

F. AGREE NOT TO HIRE ANY IN-SCHOOL OR SUMMER NYC ENROLLEES
FOR FULL-TIME NT UNTIL THEY HAVE GRADUATED FROM

HOOL ( S DOES NOT APPLY TO OUT -OF- SCHOOL- ENROLLEES).

G. EXECUTE A LETTER OF AGREEMENT WITH THE NYC SPONSOR
'''OSMERING THE =ABOVE RESPONSIBILITIES.

-36- f
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.6. TO AVOID DliPtICATION OF EFFORT, SPONSORS SHOULD BE EN-
COUBAGED TO COORDINATE THEIR WORKITE DEVELOPMENT ACTIVITIES
WITH THE NATIONAL ALLIANCE OF BUSINESSMEN..-

--.

':'

plementation

1. The program staff:, particUlarly the Sob developer - Counselor,

should belresponsIble for the developing Work stations.
, 1

2. The local employment service office, NAB, the Chamber of

Commerce, professional gtoups, trade organizations and service

clubs should be approacled regarding.agsistance4ln publicizing

A.
, . ,

the priva.t-s4tor program to employers. For example the program

. ,

staff could discuss the program with the NAB youth director.

3. The program staff might prepare a publicity flyer which

would outline the program in general terms. Major selling points---

which might beiiicluded are a reduction, in the high school dropout

rate, olvortunity to train youth for productive jobs,.ability to

conchict training for only 50% of the enrollee wages, and assurance

that counselors'wilr be available for follow-up when necessary.

Publicity outlets include local trade or organization magazines

and newsletters, radio and television.

4: The program team might _distribute or mail the publicity

flyer and make personal contacts with budinesses. In all job'

development efforts the _program team should make clear the type

-of,student they are enrolling.

5. A mechanibm should be-established so that inquiries'to

. any group about the program .could be referred to the program staff

so that they can arrange for a fUll explanation of the program to

the employer.

-37- t
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The most impOrtant taskin the job development phasels

to complete And accurate explanation of the financial arrangements

of the private sector program as well as the program concept and

requirements. It has proven very impractical to try to "re-explain"

vt

,the program if the initial contact is not handled properly. The

entire program staff.should be'able to provide consistent answers

to employer's questions.

7. It is solutely.sasential to cover the following points

concerninge financial and training arrangements with the em-
.

ployer at the initial-meetiog. -,(ee Guidelines -for Work Experience

and Training in Section V.)

wage.

a. NM. may pay 100% of the pre-placement orientation.

b. Youth' must be Paid.at.least the prevailing minimum

c. NYC and theemployer-will each pay 50% of enrollee wages

- - -
afterthe youth is piked. Note: Tndrder to maintain control

over total program costs, programs may want to impose limits

I

4n the hourly wage for training positions they develop: Pro -

grams will have to monitor'thernumber of jobs that are pay-

,/- ing above the minimum wage in order to budget adequately.

Some employers may want to pay 100% of the enrollee's wages.

In such a case the youth could be maintained as a VEPS enrollee

in order to benefit from the counselling and'career explora-

tion provided by the program.

d. NYC.cat'issue a check Tbr the total salary and bill

the company fot its 50% share (or the employer can'pay the

.total wages and be reimbursed byNYC for its 50% share).

-38-
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either case, NYC-should plan to pay,all fringes including

workmen's compensation in order to avoid any questions of

liability should an enrollee be injured whip working. Mak-
.

ing,enrollees NYC employees, also aids job development by sav-

ing paperwork for employers., Note:-When an-employer decides to

participate, some suitable arrangement for time sheets should be

.

made. The programs staff and the employer must communicate

regularly to ensure, the youth is paid on an accurate basis
p

e. A maximum number of hours that enrollees are per-

mittedto work should be imposed. Ibis-might be 15-hours

per week during the School year and a maximum of 40 hours

per week during the summer. Wages for.enrollees working

over the maximum hours should be the employer's total respon-

sibility. /---

f. Enrollees must be placed for training'in occupablions

whose Specific Vocational Preparation time is listed above

level one in the Dictionary of Occupational Titles.

Enrollees will be rotated to a new-work-,trainihi'ex-g.

perience after 500 hours and are limited to 1,600hours on
4

the program with one employer.

8., Program staff should be aware that the 50/50 cost' shar-
p

C
.s".,'

-.

split of enrollee wages - reflects the-factors:
, ---

-

Employers will have increased-S4ervisory duti- a ;--

..,,,..-

Enrollees 'will nperto be trained' in each' job asgign-

a.

b.,

ment.

c. Enrollees will have a

.

than regular employees.

greater incidence-problems

d. Enrollees will only be permil°'

.
-39.-
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during the school year,

e.:Znrollees will typically.have lower rates of pro-

ductivity than regular employees dueto their part-time employ-

ment:and lack of skill and experience,

f. A continuing 50/50 iplitwill reduce administrative

problems Which might preclude smaller employers4from partici-

pating..

9. Programs should decide whether job development should con-

centrate.on smaller employers with loW turnover and a small work

force or on large; employers who might better be able

- s

the enrollees.at the end of the program (an ideal out

hasis on smaller employers necessitates developing a great -r number

of sites, but usually leads 'to easier access for on-the-3o counseling

contacts and provides Setter feedback on-the Yout's progress from

his supervisor(often the owner of the firm). Larger employers -

have generally'not participated except for providing a few openings

i&some cities. If larger employers do participate,, they should

designateI.cOntact per'son, preferably the immediate superVisor,

to meet withiphe counselor.

10. The'programAtaff, should plan to evalute potential

employers 6n the basis"4:

q:
a. The yariety'dfsjob activities, or which the enrollees

/
will be trained, and

b. the quality of- supervision which will be provided.

In the VEPS programs, emplOyers who met the above criteria

were usually smaller employers where the owner often managed the

business. Examples of this type of Amployer:_includ0;,

4
4



- insurance blrbkers

=specialty shops
-light manufacturing companies

. -retail shops
- lawyer's offices
- service firms such as appliance repair.

11. A careful review of the types of jobs which employers

have available should enable the development of a training schedule

which would include two separate work experiences.

12. After explaining the program fully, t4e team member should

be prepared to obtain specific information on the job so that it

can be matched with the enrollee interests determined during orien-

tation.

13, Some judgment must h lee exercised y the job developer to
.. ------, .

jp ensure that enrollees are exposed to skills that willibe useful in

e'Q
.

.

the general.labor market. Of course, proper attitude develop-

ment and experience vith;itterpersonal-relationships will prove

t'valuable assets in any future employment!

14. The availability of the counselor should be emphasized
Ma.

and employers should be encouraged to contact him if any problem

arises regarding the enrollee or any aspect of the program.

15. A program might want. to set out the guidelines covering

the company's responsibiliti6; in a-letter of agreement such as

the one on the following pages (pp.42-44 Difficulties in

administering.the.program will generally be minimized if parti-

cipating employers sign such a letter of agreement. '

f\I
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Sample Employer L tter-of Agreement

. 11
.

PRIVATE,4-..S.ECTOR TRAINING PROGRAM
,.

k., --.

ff

CooperatTire-WOrk Agreement

3,
The foalowting constitutes the establishment of a written agreement

.41,

bwvn the sponsor of:the Program andAhb. 'company providing a job train-
-

.5, ing site. N

I. The
4

(company) will-permit 1

3

. -

(enrollee): to enter his establishment for

the purpose,of' gaining, knowledge, tkill.devilopment, work experience and
.

vocational exploration in the above mentioned',,bompany.

If. The company agrees to'provide a work experience or job station

whose Specific Vocational Preparation .time in the .ftttionary. of OcCupa-

Tf.zies-isabove level 1, and guarantee .the close supervision

,
-necessary for training. .

,

4 11

III. The- company agrees to rotate the enrollee to'a new assign-
.-

, a
,

ment if he is retainectbeyonci 500''hours. .,
'.,,?,

P.r. .

/V. The company agrees to provide their reguiar'oripntation given
/

-- i' °

for all employees, such as company COur and a discussion of 'tlieinte-r
I ,

.
.

,

relationships between various Jobs_in the company. ,
0

i

,
$

' II,. Th'e company agrees that'the participation of the enrollde will not
s. .1' '

1

/ result in the disp.lacement bf employeA iaorkers or resultin the substi-
, ,-

4 1 0 " 0 , .

tuiion of 'these enrollees-for regular wOrkts whbiwou/ii normally be hired:-
'.. .t.--

4. ...

VI. The company agreesto comply with provisigi of the Fair
,..

. .

iLabot Standards Act and pertj.n'ent state ot,local laws regarding the train-
/

ing and employment of youth.

.134,,V

1'
-42-

or

4

k



VII. The company, by -showing just cause, has the right to terminate
o

trainee at any time that his progress or performance is not meeting

minim standards of acceptance- It is recommended, howevgi', that the

progr counselor should be contacted prior to dismissal so that adequate

counseli and adjustments might be made where possible. All handling

of comillai ts, adjustments or remediation will be the responsibility of

the counsels.

The company agrees that'if the enrollee's occupation is

covered by a bargaining. agreement within the employer's establishment,

the employer must indicate that he has discussed the program with the

appropriate bargaining agency and has the concurrence of the agency as
k

to the on the -job' training, and the rate' of pay associated therewith.

IX. The program counselor agrees to visit the training site to

eanalyze and evaluate the trainee's progress and adjus t ent, discuss,train--

ing pfoblems with the trainee and his supervisor' 1.1d coordinate class
I. .

4

work in school.with the needs of the_trainee's actUal4work experience.
; 1

X. The company agrees not to hire the\enrollee for regular full-

time employment until he has been graduated from high school. [Omit for

out-of-school programs.]

XI. The Neighborhood Youth Corps office--agrees to handle all matters

relating to payroll, unless the company site desires to assume this respon-

sibility.

XII. The company agrees to provide the properly completed time

sheets in order to assure that trainees will be adequately compensated.

MI., The company agrees to cdoperate, with the NeighborhoOd

4
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Youth Corps in the remuneration-of tteinees:enroled in the program

4r according to the following, procedure:

NYC may pay 100,percent of enrollee' wages during a 60-hour

or.entation program and, thereafter, only ,5,0 percvat, with
eMployers financing the_other.50 percent of wages /for

c,..11-s worked.

4

XIV. This Cooperattve Work Agreement his been read is undeistood,

and is agreed to by the folloWing:- j

Date Company Representative Title,

Date Program Director

0

,
(t%
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IV. PRE-PLACEMENT ORIENTATION

A., Recommendation

PRE-PLACEMENT ORIENTATION SHOULD BE PROVIDED BY THE ,SPONSOR'.
AREAS COVERED MIGHT INCLUDE WORLD OFWORK ORIENTATION (JOB
ATTITUDES, DRESS, RESPONSIBILITIES) CAREER ,EXPLORATION SESSIONS,
DETERMINATION OF JOB INTERESTS AND SKILLS, AND CORRELATION OF
INTEREST AND SKILLS WITH AVAILABLE JOBS;

(

13; Implementation (See''Sample-Qpientiation-Program in Appendix A.)

. 1. Prokrams'-which danduct a pre-placement orientation to the

"world-of-work" will experience fewer problems with enrollees per-

forming at their training sites.

2. Programs will have to decide haw` much time they can devote

to orientation. It is suggested that the orientation sessions might

'be conducted over three weeks at 20 hours weekly or over two weeks

et 30 hours. The determinati n of the number of weeks should be

made according to the time the program teeth nerds at that point to

develop additional jobs. The recruiting of all enrollees enesub-

stitutes should be completed befote any orientation is done.

3. The sessions could generally be phased as follows:

(
'a. Week One-N-World-of-Wok Orientation and Vocational

'Exploration':

b. Week Two--Continued Vocational Exploration and Determine-

tion of Job Interests and Skilib.

c. Week Three--Correlation of. Interest and Skills with

P
Available Jobs and Re-emphasis pn Nedessary Job Attitudes and

Responsibilities.

4. Programs which cannot devote 60 hours to orientation should

concentrate on "wbrlAf-work".Matters and spend less effort' in

vocational,exploration.



7:::4444'!"Wt"
;

i 4

. ,

Counselors should have the flexibility to delay some referrals

,

beyond the suggested 60-hour orientation.

5'. The orientation sessions should be used by the program team

to:

/
a. Establish rapport with the enrollees.

b. Impart the attitudes necessary to succeed on g.jqb.

c. Present.the "technical" aspects of obtaining a job and

working, such as: filling out'an application, going for an inter;

view, calling in when sick, following instructions and understand-

ing payroll procedures'.

d. Convey the objectives of the program and the procedures

that enrollees are expected to follow. Some of these might

include:

f(i). gnrollees-are not permitted to work on any day they

4.0 not attend school.

(2) Enf011ees must -"talk with their counselor before

they terminate their employment. '

e r

(3) Enrollees are expected to attend scheduled career

exploration sessions.

(4) Enrollees are part-time workers and are usually

not eligible for holidays.

e. Outline the procedures for any planned on-going vocational

exploration sessions. (See Career Exploration Sessions in

Section VII.)

f. Present some material on the wide range of jobs available
.A.. .

1
in the community eared as closely as possible to what will be

available in the program.

-46-



g.. Begin to assess enrollees interests and skills.

h. Attempt to snatch youth career interests with available

positions.

La, Determine generally the extent toyhich,remediation will

be needed by the enrollees. ---1.

6. Some youth willMake a realistic ssessment

and be ready for job referrals sooner than those whose nterests
/ .\ /

fail to match their skills or the available job openings:
" t

7. Job referrals should be started assoon as an enrollee-is

ready.., This procedure will ensure that all enrollees do not go for.

job interviews at the same time. The interview experience of
,

.....

-.7referrals can.be related to the entire group as an example of what
...

,.

employers expect and how to sell oneself in the intervieW.

8. The program -staff will have to detetmine how may youth they-...

will refer to each owning. One prdcedure would be to refer youth

one at a time until the company selects'one. Another pro -sure would

be to'refet no more than two enrollees fdr each opening. Participating

employers should be made aware of the type.of student who is enrolled

at the time the job development contacts are made.

- 9. 'fit may be necessary for the program team to make arrangements

for transportationfot enrollees to job interviews.

Vft-

1
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6

WORK TRAINING AND EXPERIENCE

A. Recommendations

ENROLLEES MAY BE PLACED AT A PRIVATE-FOR-PROFIT WORKSITE FOR UP
TO 1000 HOURS OF WORK EXPERIENCE PROVIDED THAT THE FOLLOWING
GUIDES ARE ADHERED TO:

1. AFTER 500 HOURS AT THE WORKSITE, THE ENROLLEE WILL BE ROTATED
TO A NEW WORK/TRAINING EXPERIENCE. FOR EXAMPLE, IF AN ENROLLEE
IS PLACED AT A DRY CLEANING STORE, THE ENROLLEE MIGHT SPEND THE
FIRST 500 HOURS RECEIVING WORK/TRAINING EXPERIENCE AS A CASHIER,
AND THE SECOND 500 HOURS RECEIVING TRAINING/WORK EXPERIENCE AS
A MACHINE OPERATOR.

AN ENROLLEE MAY NOT BE TRAINED IN ANY FIELD IN WHICH AFTER A
SHORT DEMONSTRATION, THE ENROLLEE WOULD BE PR UCTIVE. TO DETER-

, MINE OCCUPATIONS OF THIS SORT, YOU SHOULD RE).. R TO THE DICTIONARY
OF OCCUPATIONAL TITLES. 'ANY OCCUPATION WHOS SPECIFIC VOCATIONAL
PREPARATION TIME IS LISTED AT LEVEL 1 WOULD E INAPPROPRIATE FOR
NYC ENROLLEES.

2. THE COMPENSATION WHICH THE ENROLLEE RECEIVES WILL BE SHARED ON A

5000 BASIS BETWEEN THE EMPLOYER AND THE NYC SPONSOR. THE SHAR-'

IN MAY BE FOR TIME SPENT IN WORK EXPERIENCE ONLY, OR IF THE
EMPLOYER AGREES, FOR THE TOTAL ENROLLEE PARTICIPATION TIME IN
THE PROJECT, INCLUDING ORIENTATION, CAREER COUNSELING, REMEDIAL
EDUCAT:3N, ETC.

3. AFTER THE 1000 HOURS WITH ONE EMPLOYER IS 'COMPLETED; THE
ENROLLEE CAN EITHER (A) BE PICKED UP BY THE EMPLOYER ENTIRELY <

ON HIS PAYROLL (HENCE TERMINATED FROM THE PROGRAM), ANIC(B) BE
PLACED WITH ANOTHER EMPLOYER FQR NEW TRAINING.

B. Implementation

Programs will have to monitor.the hours that enrollees have

worked to ensure they are rotated to new assigm=ents after 500

hours.

2. Program staff should try to determine whethe It employer_

intends to place an enrollee entirely on his payroll after 1,000

hours. 0

3. If the employer does not plan to employ an enrollee after

1,000 hours, the program must decide whether the enrollee would

benefit from further training and work experience.
A
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4. The program may,dec that if employers are only using the

program to obtain trainiees who have no prospect of future full-time

employment, the employer should be terminated frjn the program.

5. Programs should take the responsibility for ensuring that

he.:cdmpanies are providing training and work experience that will

benefit the enrollee(and not using the trainee as a regular produc-

tion worker. Although the differentiation between the outcomes is

sometimes difficult to assess, most counselors could make such a

determination.

I
/1
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VI. COUNSELING AND EMPLOYER CONTACT

A. Recommendation

CAREER COUNSELING AND EXPLORATION ACTIVITIES ARE ENCOURAGED
AN1 SHOULD BE PROVIDED BY THE SPONSOR AND THE EMPLOYER ON AN ON-
WING BASIS. EXPLORATION ACTIVITIES MIGHT INCLUDE FIELD TRIPS
;..3 OUTSIDE SPEAKERS. s

.

.

3. Imolementation

1. Programs will have to designate program staff responsible

for on-going employer contacts-and enrollee counseling. Employer

contacts will be necessary even where programs decide to conduct

a minimum of enrollee counseling and career exn"Lotation.

2._ The on-going employer contact provided by the private sector or

program should be emphasized to both youth and employers. If fund-

ing permits, the program staff/enrollee ratio should be low enough

youth will receive the supportive services which employers often
.

complain are lacking.
4

3. Counselors should plan to see employers cn a ragula"f-basis

.n addition to whenever they are calledby the company or the

enrollee. Counselors should use the time. sheet' pick-up (applicable

when the program staff collects these) as one of several regular

employer contacts. -, Although h-a feasible procedure depends on the

number of employerS andheir relative locations, one method is to
O

visit employers once a month in person and to call pnce.a month

exclusive of special, requests and payroll arrangements.

4. Contacts with the employers initiated to deal with

such items.--as:

a. Enrollee Performance

b. Time Recordf and'Fayrbil

-so-
gn



c. Types of Job Assignments

d,
d

Emerging'Problemi

5. Counselors will also need .to dete Mine whether responsibilities

of the private sector employers outlined in Section III are carried

out..

6. The meetings with the employers supplemented by contacts

with the enrollees should enable the counselors to assess the:

a. Training and work experience provided.for the enrollees

b. Quality of supervision.

c.' Adjustment and progress of the enrollees.

7. -Counselors will determine whether enrollees should be trans-

ferred to other employers and, if transfers are necessary, whether

employers will remain in the progr4z.

S.' Contacts with the enrollees should be made at school, work
4

and with their families atiOme or in group meetings. Parental
*.

support should be secured early in the program. Until sufficient

rapport is established between the youth and the program staff, most

contacts will probably be initiated by the staff. The counseling

contacts may be made'at school, home,.on the job, or after any

sdh6duled vocational educational sessions:, Some meetings might be

held in the evenings and'parents invitedto attend.

9. Programs should maintain a file on each enrollee that will

enable the staff to be informed on all aspects of the enrollee's
,

development. Because of the close'contact between enrollees and

counselors, complete files 'axe necessary to proviclercontinuity in

instances of staf-f turnover.

-7/ -,";
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10. It should be expected that the counselors will have to deal

with various crisis situations relating to the enrollee's job, aca-

demic work and family situations.

. 11. Some membersof the program team mutt klan to be dvailable

to handle any problems during periods such as school vacations when

the, enrollees will still be working.

112.1 A convenient method of improving the availability of coun-

1 ).

selairs for dealing with crises is providing a business card with

the program office phone nuMbet for all enrallees'and paticipating

employers. (Counselors' home phones may be listed also.),

13. Any program can expect to have some youth who quit their

job, are terminated, or who leave the p . When an enrollee/

'askS to be transferred or leaves a job, the staff will have to deter-,

mine whether the enrollee should be placed with another employer

if the youth desire, to remain in the program. One procedure that

can be used to ensure that the counselor knows an enrollee -is quitting

is to ask.tfiat youth not to quit a job without first discussing the

'situation with his counselor.

14. The program should-replace any yodth who terminates his

employment with4participiting employers who are ='c'"ig their

rasponsibilities as outlined in Section III. Ha-waver, Careful con-

siaeration should be given to replacing youth at companies which

ter irate enrollees. For example, the employer should have made .a

sincere- .effort with the enrollee and his counselor to solve*any

difficulties before terminating the enrollee. In cases where the

em?loyer has made.an effort to work with the program, it is reasonable

;o feplace the enrollee from the pool of alternate enrollees who

received pre-placement orientation. If programs do not maintain a
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-pool,of4nrollees in public sector NYC jobs, they run the risk of ,

losing employAs with good .work.
.

stations if ,any, youth' 'quit the
..- .

pro-. \,

gram.-

15. Manycities have'inad4 uatls ublic,trafisportationespecially
, )

,

during the non-peak hours that many youth wi -_,,e traveling from ''''
eg .

:.. ,'". t t !

school to their job. .Fob placement, counselors shouldliee in mind ,:;

that the youth will be traveling froMschooVt64work durikig the

school year. Bus passes or tokens should be .provided where possible.

16. Counselors should attempt to al1eviate severe transportation

problems throtigh job .placement near school.and home, assistance in

44.

using public or school transportation, arranging car:apoo/S, etc.

Counselors should avoid creating situations in which-the enrollee-

becomes dependent upon the program staff for work transportation..

A

v
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,VII.
4

CAREER EXPLORATIMeSESSibNS"

A, Recommendations

k. CAREER COUNSELING .AND
AND SHOULD BE'PROVIDED BY
GOING-BASIS. , EXPLORATION
_AND. OUTSIDE SPEAKERS.

EXPW
h
RATION,ACTIVITIES ARE ENCOURAGED

THEPONSGR3AND,THEEMPLOYER ON AN ON-
-ACTIVITIES MIGHT' INCLUDE Kap TRIPS

It

2. IN-SCHOOL AND SUMMER NYG.SRONSORS SHOULD ALSO BE ENCOURAGED
ESTABLISH A LINKAGE WITH .THE SCHOOL'S' VOCATIONAL OR: WORK

EXPERIENCE DIVISION TO ASSIST IN THE,DEVELOPMENT.OF A CAREER .

:COUNSELING/EXPLORATION CURRICULUM, ETC. -' - 9

B. ' Implementation. (See gaiiiple Vobetiona Exploratich.Program in
.

Appendix B.).

. .
.,_

.L. Where programsoan devote time to, presenting evoca:ional
,

....

exploration program delianed to-expand the career horizonsof enrollees,

, ....

.gat, least one staff member should be familiar .with vocationafend
. 4 iv e.

_career guidance maters a'1V their preSintation. -.

/ 2. . The:,VQcational speGiatibt will

A
05- if

a.

b.

Arranging sch 1 Aki.

lso.devote his efforts toward:

es to :allow for work.

PSIgnment to enMatching school subjects and,

interest.

IC c.
r

Attempting' to arrange academ
,

'At.11

CV'
enceobtairiectAhreutia the proFam.

1 e';S'

credit for the work' eXperi-
.

1.

3. The exploratioriP6giam may utilize a variety of techniques

:
but Should include field trip and autside'epeakers. Liall-group

sessions with maximum youth participatift'have
,

been effective in
,

.

:: -
. 1,

the past: ' .i:,..
.,

_. . -t,,S

e ' .,15:,

4. The vocational exploeatipp Program that is presehted by the ' po.-.
., -- - .

schoolstaff may be implemented independehtly of any regular cl system
.5-.....!

.

.s. e_
work experience, program. ,la cities where NYC is spons'ored b9 the. '

...-. ,. gr
. Z '

. . , .*:'..-...4 .

...::
sc?ool Systewor an arrangement Cah.belegreedUPoh, 'youth may be .

. .
7 ...

. . ...,

. -
..

... .

1 ,

:
.

:. i '-54- , --
, . i

*



9

t"

placed, in the school's program to serve as a foundation which is

expanded upon by the program staff-. The rationale for a separate

and supplementary prograeis simply that if enrollees not previously

-in the-school's regular work experience programs are selected (see

suggestions -in Section II), the ogramtdenrollees will 'need additional

emphasis and material. The VEPS experience has shown that they

will haire a number of problems which nEied the close attention.of

counselors as well as aft opportunity to meet in smaller groups for

more individualized career exploration.

5. A
=

bi-week4 va/ational exploration session of four hours

"7

appea s to providee most effective scheduling in terms of making

.

sessions on-going, bfit leaving ample time for on-the-job training.
/

6. These sessions should be started as soon aethe program is

implemented and continue without interruption. If they are not

started as the program begins, it is much more difficult for Chit.

. , -!,

-employers -to accept them as, -part of.the regular program.
R ,

#. .

7. Me i' mot cities the ti-rweekly sessiong'can be conducted at
,..

.
. .

aechool'or the NYC offices. One method is to meet all Youth enrollees

in one or ools at-a regularly scheduied.time.
- A

S

8.;,Bi-weekly sessions with 20-3d enrollees each should leave

-ample tine free for the staff to arrange employer "contacts and enrollee

counke 11 ng.
-",

The-program team should determine_die remediation needs of
.

the enrollees during the summer* vocationaiexploratidn sessions. This

.. \'
will enabler definite arrangementefot meetitg these needs to be made

9 1 .
. .

Ptior to the"beginning of the:sChool }Teat-. Experience with,VEPS pro-
:.:

.

.:. .

1

graMS suggests that the Ina04remedial areas will includemathematics,-
readipg,aad social skill

,,.

4

.:! ,

7.c
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In addition to conducting ittie'vocational,exploration sessions,
4

the program staff should work closely with the in-school NYC counselors

and regular high school counselors to:

a. Arrange enrollee school schedules to allow for their

work.
4

b. Match school subjects to enrollee's job assignment and

interests.

c. Attemptto arrange academic credit for the work experi-
-

ence obtained through the program.

-t

- _

y

9

-
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APPENDIX A. SAMPLE ORIENTATION PROGRAM

The following program outline and the accompanying attachments were
designed by the Center for Urban Programs based on orientation programs
conducted in VEPS cities. The attachments referenced in the outline
,follow page A-6 and are separated so that they may be duplicated and
distributed as resource pages during discussion sessions. The enrollees'
can practice filling in the required information on some items.such as,
the sample 'application forms while others provide information. The
entire program outline with attachments could be distributed in place
of the several attachments.

-4

STEPS TO
JOB SUCCESS

%

Full

Employment

High School
,Graduation,

Career
Exploration
Sessions

Counseling

Job-Training
and Work
Experience

Report
for Work

Emp oyment
In iew

, Job Referral
by Staff

Orientation
o
t"t

Sessions

SeleOtion
for Program
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PRIVATE SECTOR PROGRAM ORIENTATION OUTLINE

I, Introduction to the Youth Training in the Private SectorProgeam
(See Attachment A)

Purpose of program

_Role of the program team

Emphasis, on school work, training, and work experience

A

I 10 Attitudes Necessary for Succeeding on the Job (See Attachments B and c)

Why people work

Developing responsibility

Setting goals in life

III. Assessmentof Enrollees Talents and Interests (See Attachpight

The program team should administer some, type'of.in'terest qr

occupational inventory test (See Appendix D for a pisting 'of such

tests). In addition, Attachment D might be used
6,

to determine how

much 4:be students know about the world-of-work. If-it is used, it

should be !emphasized that it is to help,thecounselors provide-iw-

Jformationand not to fail enrollees. '7c,
,.

Interpretation ofwAssessment and Setting Goals (See nt E)
)

I

.

The inventory' results should be used to guide std into

'thinking about private sector jobs that best matchtheir interests

and abilities. A plan for the enrollees' year can be developed,

V. 'Employer Fact Sheet

The-orientation team should construct a sample list of parti-
,

cipating collIpanies with the types of jobs that available. The

employer fact sheets can be utilized to get the enrollees to think

about what they would like to do in tAms'of what is available. A

pdssible fopat would be:

A-2
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FORMAT
. ,

COMPANY LOCATION TYPES OF'JOBS RATES OF PAY

XYZCorporation 100 Main Street CleriCal $1:602hr.
.

-VI. Getting a Job--The Application (See Attachments F, G and 110
.

The staff should present the typds of information that an

enrollee should have for filling out applications and provide

ample opportunity for enrollees to fill out sample applications.
A

Although some participating companies may not use their regular
-

procedures, others canbe expected to employ their regular appli-

-
cations and screening tests'such as for typing and sales (math).

Counselorsshould prepare enrollees referred to clerical posi-
,

tions for the possibilities of typing and filing tests.

VII. Getting a Job - -The Interview (See Attachments I. and J)

Role playing and films'can be used to practice for'"the'actual

job interview. Several cities usedtro/e playing with the

enrollees acting as the personnel director and prospective employe

They took pictures of the'enrollees at the "interview" to show

posture and grooming. The attachments provide sample information
... , r. q ,,,.

.-.
. , ?

1 ' * 4
which can be used in role playing.:nnd general preparation.

. -

VIII, Succeeding on the Job' (See Attachments K, L, M; N, 0 and P)

/
Orientation leaders discuss the DO's and DON'T's of working

4

Akh enrollees. Films and role playing situations could also be-
used.

Leaders should use some method to ensure that the enrollees

have all necessary information concerning their job mid the pro-.

4*; I

gram: (See Attachments M or
4
N)

.
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IX. Paycheck Information

Orientation session leaders should'have a sample paycheck,for

use in this session.

You should know the following information about your pay:

On what basis are you paid?

Houtly?., Weekly? Bi-Weekly? Monthly?

The difference between gross pay and net pay:

Gross Pay: Salary before deductions.

Net Pay: Amount you receive after deductions for such
items as taxes.

What are the various payroll deductions?

Federal Income Tax
Social Security (FICA)
City Taxes (where applicable)
State Taxeslwhere applicable)

Duestif any)
Insurance

When do I receive my paycheck?

Where do I receive my paycheck? 4

r
Who do I see if I have questions.about*my paycheck?

X. Budgeting ;

Orientation leaders should dismiss budgeting with as much

group interaction as possible. Staff "should be mindful that at

first youth will of ten want to allocatAall their earningS,to cloth-
,

ing and entertainment:

Sample Weekly Budget

Gross' Pay (2.00 per pour for 40 hours)

Net Pay tGross pay less taxes and other payroll
deductions

A-4

$80-.00

65.'00
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WEEKLY EXPENSES

TransportgtiOn ($1.50 per day) $ 7.50

Food.(Lunches and Snacks)/ ($2.50 per day) 12.50

Clothing 15.00

Entertainment 10.00

Home Expenses 6.00

Savings 5.00

Other Expenses

i

5.00

Emergency nild 2.00

Total Expenses (Compare with Net Pay) $65.00

XI. Equal Opportunity Employment (See Attachment Q)
''. i'The attachment can be

.

used to review the meaning of equal
,

'.opportunitremployment. -Staff should be, aware of the procedures

to be followed in the event an enrollee makes a complaint. .
A XII. -0, Unions

'Orientttio47.1eaders should check with palticipating companies'
r-

to determine whether this section is app114)le to the enrollees.

Enrollees shog10 know the following information abOUt any

unions at the place of their employment (Only a, sTell numbel. of

work stations have been involved in companies with unions.):
4 '

Are they required to get a permit or joiri the union?

ID
Name of the union.

Purpose of the union.

Name of union representative for their work unit.

Dues paid: When? ;Hoy much?, Where? Why?
t,

How does the union status of their co-workers affect theik
responSibilities?

"What should enrollees do if there is a strike at,the compaly?

A75
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1)

/
*III.

-4*

--as a non-union worker.

- - as a union worker.

Vocational Exploration

Explain the format for continuing vocational exploration
sessions.

Introduce ideas concerning occupational clusters and career
ladders

Give overview of sources of information and topics to use
in researching a career.

4.
NOTE: The amount of. vocational exploration presented during

the orientation sessions can be varied depending on
the prOgress of the overall orientation program.

A -6
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Attachment A
(1 of 2)

GENERAL YOUTH TRAINING PROGRAM INFORMATION

1. Hours of Work - The schedules will vary from work station to work station,
however, enrollees will normally work 40 hours a week during the summer
and not more than 15 during the school year.

2. Pay Enrollees will receive $2.00 an hour.

)Payt

711,

1 Procedures - Fach enrollee will have his /her own
pay p iod. The!time will be kept by the supervisor, not

1 v
a.. When an enrollee is *aced on a job`, a time card will

-thAagency?)/If the agency is new, the counselor will
4fa and emflain the piogram payroll procirre°to the

3.

b.:- The enrollee time card will le signed by the enrollee
visor.

time card for each

by the enrollee.

be given to
deliver the,
supervisor.

and the super-

c. If an enrollee complains of shortage of pay, an investigation will
take place, and if warranted,* the pay :correction will be made the
following payday.-%

d. No special checks willbe,written.

4. Holidays -oThe program Toes not pay for holidays.

5. Overtime No enrollee will be paid overtime.

6. Sick Leave - No enrollee will be paid for sick leave compensation.

7. Lunch Hours - Enrollees are not paid for luheh.hours.

.-

8. Vacations No enrollees are entitled to-a vacation because the program
is a training program, not a full-time jot.

,

... ,''.,%
.

.1.
'9.* School - All enrollees are required to attend/Full-time school during

111 Or

the regular school year. .
t

10. Counseling,- Both individual and group co 1,,,-ling "11 be "provided to
9.-

all enrollees. Counseling will en urhgement and assistance
in personal, social, economic and vocational adjustment. Vocational
counseling will cover job' application procedures, interview behavior,

.

and, in general, an introduction to the world of:work.
,. .

A

"

11,,,Evaluation All enrollees will be evaluated' by their supervisor, and
0-- such evalua4onswill.be discussed with the enrollees.

12. Transfer,Whiie in Training - No enrollee is eligible for a transfer during
his training period without the approval and recommendation of his counselor.



Attachment A
(2 of 2)

13. Attendance - If you are absent for any reason, be sure to contact your
work supervisor before you are to report to work on the day of absence.

14. Quitting-- If you wish .0 leave the progriAlLplease contact your coun-
selor.

ip

4 -.

4
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Attachment B
(1 of 2)

INDICATORS OF GOOD WORK HABITS,,

Punctuality and Promptness

1. Prompt arrival to class or job.
2. Prompt response to signal.
3. Work submitted on time.
4. Regular attendance.
5. Begin-towork promptly.

Responsibility

1. Requil-ed tools and materials brought to class or work dailyr
2. Homework, if any, "'completed on time.,
3. Projects completed on due date.
4. Make -'up work because of absence turned in without a reminder.
5. Careful performance of assigned duties.
6. Careful use of materials and equipment and econdmy in use of

supplies.

Cooperation

1. Volunteering services
2. Accepting assignments graciously.
3. Participating in class -discussions.

'.Assisting -other students in, group work.
5. Developing a "team spirit" in ,class,-

Honesty

1. Honest reasons given for defectsandemistakes.

1. Keeping'hecesslary materials together.
'2. Keepingdesk.or,work areas.neat-and 'Orderly.
3. Arranging and handling tools andimateriaii.
4., Preparing wdrking environmentiand space. k

s5. -Apportioning time.
. 6. Exercising_common'senseend judgment in carrying out-assignments.'

Voice and - Speech -/

_1. Clear and fluent; not too fast. k
2., ..Corredt aid pleasing.

3. Avoiliance of slang.

a

_

I



Attachment B
(2 of 2)

1'

Industry, Perseverence, and Self - Reliance

1. Application to thejob at hand.
2. Development of the ability to concentrate on tasks.

3. Ability to carry through an assignment to completion.
4. Development ofgood routines.
5. DeVelopment of initiative -- doing the work that should be

done without being told. Asking for assistance whenneeded.

Emotional Control'

1. Ability to see the other person's point of victw.
2. Capacity to control mental and physical responses to situation.

3. Feelings not easily hurt.
4. Sense of humor.

'Tact andibiscretion

1. Saying and doing right thing at the right time.

2. Avoiding gossip.
3. Ability to deal with others without giving offense.

Loyalty

1. Taking pride in being associated with your organization, regardless
of the_ level on which you serve.

2. Not reluctant to do.more than:you are paid for.
3._ Respectdor'those in authority..

Personal Appearance and Physical Fitness:

1. Appropriate grooming and dress.
2. Cleanliness of person and attire.
3. Appropriate hair style.

. 4. Goo healtehabits.
5. Appiropriate make-up.

6. Pleasant facial expression.,
.

1. Pride of Workmanship.
f2. Cheerfulness. 7.7...

.:.w,

-..,

3. Willingness to work, and cooperateNithothdts-.
4.- Desire for improvement.

cooperator

*
5. Willingness' to accept criticism.

Behavior

1. Courteous'. t\_r
2. Avoidance of such distracting habits as,chewing gum, rattling of

paper, miimbling, humming, loud ;talking or tinkering with machines.
%tb,



Attachment C

PERSnNALITY AND JOB SUCCESS

VOTING SHEET-

1

1

ASSETS 4
LIABILITIES

- .

Alertness
.

Aloofness
Cheerfulnpss Anhoying Mannerisms
Cooperation Familiarity

.

Courtesy Giving Excuses
Dependability Indifference
Enthusiasm Jealousy
Honesty

. Know it all attitude
ProcrastinationIndustry

Initiative Rudeness
Interest in the customer Tendency to argue

Tendency to complainIntelligence

.

.

.

.,
i

,

.
,

,
e

/

Loyalty
.

Memory
Orderliness

.

Patitnce

Personal Appearance
Poise

Sense of .Humor

Sincerity
.

Tact and Diplomacy
.

.

,
.

,

-READ CAREFULLY
..

,

By selecting 10-of the Personality
and 5 of these which should be
basis for an-intensive discussion
imnortant. From.this discussion
program of self-improvement.

.

. .

,

-

Traits which are to be encouraaed
minimized or eliminated, We have the

of traits thatvou-consider most
you Will be able.-to develop a'

:

Source: Coordinators Guide for Occupational Relations, University of Minnesota

S.
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Name ..10 11 IZ
Last First 'Ade.

., -INVENT0PY
. .

> The following inventory-S to-find out how muck
you know about jobs and 'the World of work": °lease
answer each auestion by ollacing an X in one

.

4-"trade.

C1. e ', :
4Is,.-1

. A

,

YeS,7 I, $IW No .

J Think .-,14ot I,!:::-- -

Do ' So sire ,Don't"--;,of the four lines to the right of the Question.

1. Do you know, what your strongest interests are? 1.

2. Do you knoW what you are...least interesied in? '2.

3. Do.you know in what areas your highest abilities are? 3.

4. Do you know what your best aptitudes are? 4.

5. Do you know how to relate your interests, aptitudes
and abilities to Possible occupations?

5.

6. P filled out a job application? 6.

.7. Have you ever been interviewed for a job? 7.

8. Do you know What you will be doting after you graduate? 8.

9. Do you know how and where to look for emnloyment? 9.

a'. Do you know the kind of job you will be looking
for?

b. Do you know the amount of schooling needed,for
this job?

c. Do you know the kind of training needed for this
job?

d.-Do,you know what advanceMent opportunities there
are on this job?

a.

b.

c.

d.

O. Do you know what an apprenticeshib'is? - 10.

11. Do,youknowilhat on-the-job training is? l 11.

know- "how -and -where to'look for occupational ,12.

information?
13. Do you know what, schodl or schools would be best for 13.

you to' attend after high school graduation?
14. Do you feel you have had help in school regardina

. 14.
-41k the Questions }isted4 above?
15.

a. If no, would you like 'help in planning your a.

future?
b. If yes, who broVided this helb to you? b.

teacher coun- narent other
selor

L
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1.fOne big goal' that w nt to accomplish Is*

".

SELECTED GOAL

MY PLAN

Attachment E

. Here is how I am going to ma e orogress toward this goal:

3. My deadline to turn this plan into reality is:

4. Here are abilities and skills that I have that will help me achieve this

goal:

6. I have detailed knowledge of the following subjects that will help me reach

my_gdal:

6. .Here are areas where I need more information, help, skills, and knowledgp:

o

":10

I

7. -Here .are places 'and people I can go t9 to get help, to gain knowledge, and,

information;- and to master the 4ills I ne

8. Here s the first step I4'am going to tike (this week!):

4 a

tar

5
So

,

0,



NAME

PERSONAL DATA SHEET,

ADDRESS

PHONE

CITY

DRIVERS LICENSE NO.

Attachment F

AGE HEIGHT WEIGH-TL- SOCIAStCURITY NO.

EDUCATION:

High School6

Subjects 4.esently Taking:

PREVIOUS EMPLOYMENT:

NAME OF FIRM'

ADDRESS:

JOB TITLE:

EXTRA- CURRICULAR ACTIVITIES IN SCHOOL:
-1

PRESENT INTERESTS:

REFERENCES: I.

r 2.
ADDITIONAL COMMENTS:

1'

7

.624.+0c,

RP,



SchoOl
OVT Program
Period

Do not print (Sample)

Position 'applied for

Name_

Address
Street or RFI 1 1

a

APPLICATION FOR EMPLOYMENT

Date

--_Age

(City)

Previous address

Birth date,
(Month' 1 nary I I Year)

(State)

Birthplact

a

Attachment G
(1 of 2)

c

Print or
Write
Legibly

Telephone No

Social

Security No

(City

erb

(State) .

CHECK ALL THAT'APPLY:

_ Female Ott n home

Male Rent

sin -le Board

Married Live'lParents1

Widoteil With (Relatives)

11. Purchasing Home

A

Number and age of dependents

Relationship of dependents

Business or occupatio'n of father.

lor mother

InteresteO, in ,Temporary cork

Saturday only Salary expected _

Are ) ou responsible for your entire support _____
.

Number _ Ages

Fulltime Parttime

2,_.? Others It ho are dependent on you for their support:

Nature of any physical defects

Recent finesses

Date of last physical evatnination

Education
Circle
grade

completed

Nap Location Major
ool Subject )

Elemethart
1234

High School,- ,1234
41

Business or
Vocaponal

1234

College or
University

1234
5.6

Night or Cor-
respondence

1234 1.
_t

Year
Crailuatetl

Give details of any other educational training.; _

kro



What art your hobbies?
489

In case of illness or

t t It-tent G
2)

4

emergency, notify:, Name

Address

Relationship o
Telephone

4 Why do you feel qualifie0 for the position (At. which you are apply ing?
xi

PREVIOUS EMPLOYMENT

(Last employment first)

From To
Name and address,

of employer
Department positiOn

.d'uties salary
Reason for

Month Month

Year Year

t

-,* Month Month

Year Year A

PERSONAL REFERENCES

(Do not-give names of relatives)

Name Address OcCupation

1.

2. 4.1

3.

Interviewed

Do not Write in "-Spice

Personality.

Attitude
.

elow,

Ambition and initiative

Other remarks: Calmness

Physical qualities

Intelligence.

Leadership

',Appearance and Grooming

Work best suited for

a

AnDlica nt' s nature t.

A



A PPL l 'CAX 10N FOR ty1PLOYM ENT

z.

RESIDENCE ADDRESS _s_L TEL NOzw.14.
.

o: .
MOW LONG HAVE YOU 1AVEL:10 IN THIS CITY? MOW LONG AT THE ABOVE ADDRESS?

o

.
RATE

e !! (1 r '2 )

174:ToT 1 CLASS DATE INT STATUS

'..":?6,, 1

1 ,

173,,, DEPT,EMPLOYED

11T FIRS, MipOLII

CITY loops

nATE OF BIRTH . / WHAT PROOF OF AGE HAVE Y
-r

AfEE YOU ItINGLE i I MARRIED ri
L

w t DOW E 0 I ER) SEPARATED+ DIVORCED 7
. -: ,

s, .,-,i,-0 YOU LIVE WITH SPOUSE PARENTS . OTHER __NO DEPENDENTS AGES OF CHILDREN_
...

ARE YOU k
CITIZEN OF U S A 7

SOCIAL
SECURITY NO.

PEPS TD NOTIFY IN CASE OF ACCIDENT NAME ADDRESS ip

FPLEASE COMPLETE BALANCE OF FORM IN YOUR,OWN'HANDWRITINII

0

l FT INS WEIGHT = WRITE W TN LEFT
/

OR RIGHT HAND VN.Llfr

DO VO 4,Ecr TD wOPKoNG SATURD

Typo
116

LOST TION

Y. HOLIDAYS OR DAY. EVENING OR NIG HOUR

DICTATIOPAPEED
Jy

OTHER BUSINESS MACHINES?

1 I NA OFE o SCHOOL I ' o CITY AND STATE
_

MAIN SUBJECTS STUDIED GOEPI

COMPLE TCO ' / NO WFALN)
AMO YEA

NIGH .
f

1 . -.
%

1
,

'' !I y itegiiji ,

J C
- . - . ,

,' ,..,. N

COLLEGE oo"."-t I
p',;

.1' -
k

JI--
! OTHER p .1, ° \l// J

BFI .

.
NA ME uNcEr WHICH ATTENED SCHOOL, Ile

37 o.00t. OP CAMPUS ACTIVITIES ANS HON
CECCUt ONGNUAT,ON EMI NAME OF WNI ATES MACE. CREED COLOR OPINA.TiONAL OYIGIN OF 1

ENT,
4

;

4.

I

)APE YOU A LICENSED MOTOR VEHICLE DRIERAT R YES: N. v

1(4.,
N 9

fo --.,,
TP

e HAVE /pu EARWEEP+ 4RRESTED7bR-OTHER THAN MINOR TRAFFIC VIOLATIONS/

-Ir
pr,oloo

wF vES. GIVE, o I OFFENSES f 2) OkTES, (3. PLACES OF ARREST.AND 141 01/11.020N OP,

1
/ ii.

I
. _

, tci Of/

IC, NO or V40011 DESIRED

I . ciV'
HAVE YOU EVER APPLIED FOR WORK WITH AMY CbmiANY BEFORf YES WHERE?

WI-I A T BROUGHT YOU TO OUR,,c0IIARANY./
4 t NEW AAAAA O RAI110 rolerzio ETC

1 * .71 ft.
NAME or FRIEND DR RELATIVE IN COMPANY

PLEASE FILL 0..r" %EVERS( SIDE C19, FORM
)

I

Yr
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HOW TO PkERARE YOURSELF FOR JOB INTERVIEWS'

Attachment I

,

KNOW YOURSELF - 'Your prospective .employer will want to know your
interests and qualifications, so be prepared to tell them briefly,
intelligently and glearly during the'interview:.
through A-5.

1 xt,

2. ANTICIPATE QUESTIONS THE EMRLOYER MIGHT ASK - Be prepared'to tell why,
You want the job and why-you want to work for the firm lor anpnry.
Know something about the job yoware applying for.

Day

3. CHECK YOUR PERSONAL APPEARANCE - Be neat, clean and appropriately .

dressed. Don't wear heavy make-up or strong Perfume. Don't chew gum
and don't smoke unless inviteerto do so.

4. GO

way sent yourself. He doesn't want to hear.what your relatives or
fri n ink of your qualifications. He will judge fgt. himself.

-it
I

INTERVIEW ALONE - The employee is interested'in you In the

5. ARRIVE EARLY - Get to the interview at least five minutes ahead of time. .

Present yourself ifi a, straightforward manner. 'Let the.`receptionist know
who'you are and whom you wish to see.

6. BE ALERT DURING THE INTERVIEW - Sit up straight-and look alert durittg the
interview. Try to be at ease and to answer-your prospectiveemployer's
questions in a business-like manner. .

t.

7. BRING A FACT SHEET - A fact sheet about your, jobs, dates.of work, wages
and kipds of work i4 essential. If you have this )nformation witJ.i.kyop,
it will make filling out an-application muc'h easier. . ..;,

'It

Each agency or firm has its own application form, but gemerallr,a71 application
k

forms ask, the following information:

a. Name
b. Address, telephone
c. Date of birth and place
d. Driver's. 4icense

e. Social Security Number
f. Work Permit-
g. Draft Card c"i

h.. Names and addresses of former employer
i. Dates worked
j. Salary

. .

.

k. NaMes. and'addresIes of two people other than relatives
6 who know you andyOur background

lo hlineS and addresses-ot,all.schoOs you; attended
m. 'Dates you attended each school

. n. ,Dates ofAraduation and diploma. received

1:!7;

;..
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,YOUR JOB INTERVIEW

Attachment J
(1 of 2)'

Tilitiobpinterview Jias a'dual purpose: For you to appraise the, job, employees

organization, ind for the employer to appraise your qualification, appear-
. ante and personality to determine your general fitness for the opening and

whether the position meets your needs and interests.
_

PREPARATION: NEVER Lake anyone, with, you.

Take all necessary.' papers and information with you

Check your personal appearance.
Arrive a few minutes early.
Learn .all you can about the company.
Know 'the job or jobs you are looking for and how you

qualify for them.
Practice answering the follOwing questions.

TYPICAL INTERVIEW QUESTIONS:

What kind of job ate you'interested in? JIY?
What training have you had?
What experience have you had?
Why do you want to work for company?
How did you happen to hear about this job or this company?1 4

Do you knog,anyone mho works here?
How have your previous employers treated you?
Have you ever held more than one job at one time? When?
Did you like your 4,ast_lob? Why?
Why, did you leave yeur_la-St'job?

What plans do you haVe for your future? (Career - Personal)
Why did you choose this particular type of Work?
What do you do in your Oare time?
Do youplan to continue your education? Why?
What subjects did y6u like best in school? Why?
What subjects did you particularly dislike? Why?
What school activities have you participated in9
What do you expect to bedoIng 10 I.!'20 years frra now? (Job,

family; residence)
Do you expect-to sat or own a business someday?
What are your hobbies? 7
?Have you eyebeen'in trouble with the police? Explain.
Do you have any, physical defects or recurring illnesses?.
Do you expect to Stay in thistype of work? Why?
What is your attendanCe'reccird? (School - work)
Why Is a job imppftAnt to you?
How do you usdally'spend your vacations?

0

r.

'

o.

4
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Attachment J

:c2 of-2)

:QUESTIONS YOU MIGHT ASK:
,

/ ,

Must you join a Union 1.0 be employed ?: / ..,- -.. ,../

Are special tools, uniforms or safety equipmenCf.urnl!shed,
or must you buy them?

'',

What educational plans or training firograms,are aVeilable
.

to you? ,,,.
,
-,

.-,-

What are the advancement opportunities and'promotion policies
of the' company? -,-,:-

W1ll the job require working'shiis?- /
When can you expect to be notified about'Whether or ndt You

-

are hired? - .

How long will you application he kept in the active file?
How can it be .r newed?- t

--.-, ,

OTHER INTERVIEW TIPS:

Use correct Frtiglish.

Dress neatly c- usually conservative clothing is best. Your
party clothes are best for other eiwnts.,

'Arrive on time a few minutes early s -eliem:hetter.
Be alert, courteous and attentive.

.

Watet your posture. Do not slump :: in the chair.
Be honest about yourself. Dotit exaggerate-74r underestimate

youf

Remember: ItUr rating starts when you arrive. Where and
how you park, 'the door you use, how you conduct
yourself with the office staff, 'what you do
while waiting and how you acknowledge introductions,
always furnish the interviewer with clues to your
behaVior and 'personality before the interview starts.

ti



Attachment K

PERSONALITY AND JOB SUCCESS
\ :

Thirty-one phys-ical characteristics that hurt your nersonality.
:11

Explanation: Frequently we offend others unknowingly The list that-
follows was compiled from the results of hundreds of answers to the aueStion,
"What physical traits keen people from presenting a good appearance and hence
hurt their personalities?"

Directions: Place a check mark before each item that APPLIES TO YOU.

Dirty fingernails
Dirty hands
Beard

Excessive makeup
Powder smears or dabs
Yellbw or unclean teeth
Food 'between teeth
Dirty neck
Dirty ears
Greasy hair
Dirty scalp
Dandruff
Hair too long
Ragged fingernails
Dirty shirt or'.blouse.

Dirty collarS and Cuffs

Unshined shoes
Body odor (Do you know?.,
Slouchy walking
Awkward Posture'
Hair not combed
Greasy,skin
Gaudy fingernails (girls)
Broken shoestrings
Buttons missing
Dirty hankerChief
Wrinkled clothing- .

Soiled, dusty nurse
Too much perfume
Runs ,visible in hose

Soiled suit or dress

Number of checks

If you checked fewer thatfive items, yop are neater and better
groomed that the average man or woman ,on the street. .

If you checked` between five and ten items, you are belowiaveraoe
in neatness and should.do something about it.

k --

/ ,

7--

If you checked mare than fifteen items, -.you are in pretty bad shane:.-
DrSiStic action is necessary. .. -_ ,

.
. .

Loak over the rtli*that you checked. Every.oneHS
-

a-nersonalitY ri0-

defect in the eyes of offter,persons. Eve'ry'one,af these defects .can
be eliminated.

1!?

b.

, '

Z. '`'` St

s `-

4



Attachment L
. '

HINTS FOR JOB SUCCESS

DO: Be on time.

Dregs neatly.

Dress appropriately. Check to see if,the firm has a.
dress code.

I

AlwAlzs call in if zop are sick or going to be late.

If you have questi
L74.

about the job, ask your supervisor.

Take your responsibalities seriously.

Make an effort to get along with your co-workers.

Set some standards and goals for your work experience.

Know about the company you are working for.

Be careful with company property.

Observe safety rules and procedures-

instructions carefully.

Be honest.

DON'T: Loaf on the job.

Take JI,o nch hours.

Take long bre ks.

Be afraid to questions if.you don't uhde;stand.

Behostile ligerent

Be insubo

Be dishonest.,

. 01,r-
si

U
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ENROLLEE CHECK SHEET

Attachment M

For your Awn benefit, besnre to ask your Supervisor for the answers to
these questions.

I. What hours are you assigned to work?

. 2. 'What is your lunch and-break schedule?

. ;

3. Whom do you receive orders and instructions from?
,. .

4. Whom do you call ifslckor unable to report EA work?

.._

5. What does your unit do?

6. What are the safety rules for your job? m
7. Whom do you report to if injured at work?

8. What are the smoking rules?

9. What special clothing must you have?

10. What is the method of handling a grievance?

11. Where and who distributes paychecks'?

,

.1111 . ,r
.

12. What are the penalties for violating work rules?

13. Where'Can you keeprour:personal belongings while working?
(

Where are the designated eating areasl
-

I .
dr ,

ti

,
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Attachment N

YOUTH TRAINING PROGRAM JOB CARD

(Operating agency should provide these for enrollees to carry with
them during the program.

(Front)'

YOUTH TRAINING PROGRAM ENROLLEE CARD

Enrollee Name

Address
1

Telephone

Social Security.No.

Employer

Address

Telephone

. (Back)

Job Supervisor

Telephone

'Program Cgunselor

Telephone

Program Office Address

Telephone 0



Attachment 0

ti

HELPFUL TIPS ON THE JOB

General

1. Everything you see, hear, and do in connection with your job is confidential
.., i

Listen carefully and get complete instructions the first time they are given
FOLLOW INSTRUCTIONS ACCURATELY. (Get a smell loose-leaf notebook and write
down instructions -- your memory often fails you.)

-3 Be ACCURATE FIRST, then work for speed.
J. N

4. THINK before you speak or at -- use your head.

5. Have all work tools (pencils, notebooks, erasers, etc.) accessible and
organized at alltimes. 4400,,

6. Keep your training station' neat and orderly. Clean it.up when you leave.

7. Dress appropriately.; be well groomed; be courteous, patient, and pleasant
even though it is difficult!

8. Belprompt,

r

9: REMEMBER THE GOLDEN RULE: Do Kith others as you would have others do
unto you.

10. Proofreading one-of the most difficultand responsible assignments:,

11. Do not make assumptions; if you are not.sure, ask.

. 12. It is not polite or-bpsinesslike to participate in. any' conversation tgking
place where you-are working unless you are specifically inCluded. 47ntinue

- with your work as though you do not see'or hear.

1 . Work to be seen by outsidet's'shou'l&receive special care.. Le't's maintain_

.,

a good image of quality work' from *school.

11.
.

4
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Attachment P

YOUR...WORK IS IMPORTANT

/

You are doing useful work at the job site. People are counting on you

.13:16 TIME

GOOD ATTENDANCE

PunctUality is a good habit to develop. People notice you when you are on time.
It gives you a good reputation, _

a
IF you have problems, be sure you.

Know your employer's _telephone number. _ .

Notify your job - supervisor if you, cannot report for work on time.

Discuss problems that interfere with your attendance with your job-
supervisor.

. e V

\ .

....

4 If you plan to quit your job, notify your employer at least one week
in advance.

QUALITY OF WORK

Periodically you will receive an evaluation of your.work by your supervisor.
Thii is to help.you know your strengths and weaknesses.
Help can and will be offered to you if there are any weaknesses -- so that you
may'improve. If you are doing a good job, then you are to be, praised. Here
is how you will be'grdded.. ,

c

.

Responsibility

Performance

CooWation

Initiative'

Appearance

YOUR 'WORK RECORD-

.

While working in NYC You 'are building up a gbod, work record. Your Work
experience will be helpful in the futdre when you apply er jc3b,

The more you have done.'the m e you can offer a futu employer.

At

a

EARN ARDAARN .-- DO THE BEST TOWCAN:::.
0-

O
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U.S. DEPARTMENT OF LABOR
OFFICE OF THE ASSISTANT SECRETARY FOR MANPOWER

WASHINGTON, D.C. 20210

St

WELCOME to a Manpower Acainistration'Program.

Let;me tell you something about YOUR CIVIL RIGHTS UNDER FEDERAL LAW.

Your spon AS akiured the U.S. Department of Labor that no one'
enrolled in a Manpower Administration Program will be dk#riminated
against because of race, color, religion, sex,''ON,JeAtiorial origin.

This meansrthat-nts-t-enefits or services may-be-enied youTbecause
of your color, or the country in which ydu or your
parents were born, (or yourreligion;

that you may not be segregated or treated any
differently from other enrollees because of your
race, color, religion, sex, or national origih
whilep you are being registered, interviewed,
counseled, or tested; or while you are working
or attending classes eis'plirt of the project;

that you must he provided an equal chance to use all
facilities available on the project.

Attachment Q

If you feel you have been denied any of these opportunities,,talk to

t
your supervisor or your counselor. You may also write to he Director,t

Office of Equal Employment Opportunity, Manpower Administ ation,
U.S. Department of Labori; Washington, D.C. 20210.

.
..

The Civil Rights Act of 1964, as amended, guarantees you the right to,

Mike a complaint.' YOu canhot in any way be penalized for', writing-b
,

the U.S. Departient of Laborontalking to your employer: You have

90 days in which to file a complaint. All complaints will be handled a

CONFIDENTIALLY.

Sincerely yours,

Arnold R.Weber
Assistant Secretary for Manpower'

0

.1 )

0, .
0 ,

r
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,
;$1. 8 *

0



INVESTIGATING CAREERS

1. Name of Occuoa o to be studied

2. Typical duties foehis Occupation

Attachment R
(1 of 2)

NAME

DATE' Grade .9 10 11 1

3. Other occupations similar, or related to this one

4. /What kinds of business or industry offer employment in this Occupation?

riW

Local firms employing peoplein,this occupation

6. Are tnese positions currently available in our local area? YES NO

Where?

7. Is part time employment available in this or ,similar occupations in our local area?

YES NO Where?

'8. EDUCATIONAL PREPARATION REQUIREMENTS:.

A. High School graduation? YES
B. College or Trade-Tech School? . .YES

C. What local schools or colleges offer subjects in:this occupation

D. Approximate cost for.this training
E. Number of months or years preparation beyond high school

..m. F. Is On-The-JO training available? . YES Nn-.

G. Are apprbnticeships available for this occuoation? YES ,NO

H. What high-school subjects are useful to Prepare for this occupation

Nn \

Nn

19. Is experience necessary to enter this occuoation? 'YES Nn
Inv Must ydu join a Union to ,enter this occuoation.? NO
17 Are you required to have a license or certificate to enter this occupation? YES Nn.
12. PERSONAL OUALIFICATIDNS-FOR THIS. OCCUPATION:

A. Personality Traits

B. Snecial interests'

C. Special Aptitudes
Physical Skirls

E: PhySical ,Demands
E-_HealtiLtactors



13. WORKING CONDITIONS FOR THIS OCCUPATION:

A. Hours: Day Week
. . Extra Hours in Peak Periods?

,

B. Work Nights? .

C. UnUsual health or safety hazards? .

D. Is the job physically tiring? P
..,

E_Will,you be required to meet the Public?
F. Will you work alone much of the time?
G. Will you have to'make. decisions?-
H. Will you have definite.responsibi)ities?
I. Will you work indoors, outdoors or both? -.7.

J. Does the work have variety or7is it routine?
K. Does this sob require concentration for long period - YES
L. Will the work be regular or, seasonal?
M. Will there be much noise or-distractions? - -.YES An
N. Will you be required to travel'? /

'
YES No .'

0..Will you bt working primarily with things, People or ideas?

Attachment R
(2 of 2)

YES

YES
YES
YES

YES'

YES
YES

iL - YES

No

No

No
NO

(9

NO

1

.

14. What isigle starting salary?. - Hourly - Weekly - Monthly ,

15. Paid weekly Every 2 Weeks Monthly
16. Top salary ootential in this occupatjon? .

.

17. "'ivancement.Opoortunities? YES NO To what Positions? Salary ,
. .

18. What fringe benefits arevffered? (Insurance, Vacations, Sick Leave, Retirement,
. ,.. , .

etc.

I ,19. Are uniforms or soecial 'clothing required? YES NO.

, Does the employer furnish themj? -YES . ,

"20. Are special tools or &ligament required? YES NO.
.

21.

22.

23.

Does the emnloyen

Does this job offer secu

Does this job reauire s
'%.,

What do you like about this

furnish them?--

\ity?
,, .

curity clearance?
,

occuoation? -,

,

0,4

,

. .

.

'YES

YES

YES

YES ,

NO

Nn

No

NO'.

a-

ADVANTAGES

What do you'dislike about this.occuoation?

.
.

.

1

. DISADVAOTAGES . ,/ A

2., What is the future employment outlook for this occuoation? Will Grow .

. .

,

Remain Static '. ,°, Decline,

r' 26. How many people are employed in this occupai-on? .

' .

.

.

/' . . 1
'17. Would you ,this ()wink:ion to .6e7your life career? YES NO' or a steming stone

'Er
:expect

,6 . a L

' 't0"t-' , P ,,
.

,

: 28. .4aVe you disc6ssed our career.plans'wit ;Our perents? - - ,, - -YES Nn.
1

° e What' is 'their "6 inion oll this occupation?' o'
,. .

.. li ° ; s ' a

r
- 5Z6

4
0
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APPENDIX B. SAMPLE VOCATIONAL PROQRAM

The following' outline represents,a.recommended program for bi-weekly

vocational exp/Oration sessions; Components are designed for a 46 week.

period beginning in the summer. The sessions folio& and expand upon the

60-hour (3 week) orientation program detailed in Appendix A. A listing .

of materials and perAonnel has been omitted since many, areas will already
t .

be using materials and personnel wft'ch can be adapted for the program. '

Although the thrpst of the vocational'exploration sessions is an

exposure to a variety of careers and the preparation or experience neces-

sary to pursue them, it is'anticipated that the youth will alSo spend time

discussing their currentogbrk expetience and'any.,proh.A4ms they enc6mneee

V

during the school year! Several sessions focus on these topics.

The implementation of the vocational exploration sessions could be
.

primary responsibility the'vocational specialist; however, the

ntire program team could present some or all of the 'sessions. The parti-
.

cipation of all program, staff is encouraged when this doesn6t conflict

with their other program duties.

The use.of field trips to. familiarize enrollees with employers in

--..,00 ,

anthe area'as well as the typeeof employment they offer is -integral part

,r ..,

of thociocational.exploratipn program. This may entail some.advancebudget
g... .

'

. .

planning to ensure that sufficient transpor0.tidliAmnds are allocated Tor
... , ;,-; ,, - : ,

., - .. ;' '. y ' ,-;.g..i--,.:?- .- -.7'7; ''--7-4''

this purpose. In addition, counseloisnsbduld be.eni01.4g44:,:tbsiiiakg-4,:iltange-
, -- v.,,, ,.- lt. .,..... .. .. .T'.":k . \ .,-,-

..,

.: "-
'

.` irs.:' .... . .-s.

ments for special field 'trips which examine' cfccup4tiorti:whi-efi'a`ppeat-TO:a.
. .

,:..

.. .

limited number of enrollees.
,

Ptopei' schedulin.t.wili tecolire that /tie `proms I
, ..: .

t

,:- ,',... "7
i ','-

, .
gram teams keep each-other infotmed of these,opportunities.

fl
:-.1.

e+.

,
1".

,
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PRIVATE SECTOR TRAININGPROGRAM,OUTLINE

'

3

4

Topic

Review of program and private seclorplaceident.
', Purposes .," _,,

Procedures !If .
,

i Vocational Exploration Session Format
Status enrolrees, work stations,_counselOrs

Discussion of any enrollee concerns. ,

. i
.:'-.

Job Adjustment - Job EI.oblems {examples)
Relate to: Job satisfaction'. , 1 7

-Job success
Future employment.

Attitudes. Required for Job SucCess

Work Experience related to future jabs.
Discussprivate sector positions and enrollees'

4

fall School
Schedule - timing ana courses

.

,Scenfor remediation needs - academic and
health

Field Trip,Ofdgram-tedm.should supplement with
individualiied trips for one or several.enroIlees
according to special interests.)

,-,

'Self-lnventory .
; ..

Reassess talents and interest after summer work
experience .

_. .

Ae9 goals unchanged?
-Are changes- in school program needed?

.1
e ^' , 4

':Career Planning Session
,

- , Expanding Occupations
'How.to-Research an Occupation , .

How Read Want Ads

,,,,,. _FilmsiIms of Various Occupations - as Many types as
° pOssible::

. . ..
. . _

Project ,,- ReseatCh a Specific Occupation or Field
,,,..

' ::,:': . ,,
.

.

'PrO-je& Follow -up- and Discuesion

Hot-a- to-Prepare for the above occupations
- 'What are some related occupations?
,; ., , -.

related_

Ifow,it.advancement pOssihle?
. --_,--, .

ripFieldliip

4
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O

Session #

11 4

12

e

o

a
Topic

Group lUscussionDavoted to Enrollees' Concerns

Gitest Speakers (such as Company personnel)

grogram migh'center od .careers or succeeding
on a job

'Review of Program Evaluations by Employers,and.,',.
Counselors
--Stimulate group discUssion of Stfong and weak
points of enrollees and "program

14 Evening Session,- With Parents
Program review

4

Career axploration review
Answer questions

15, Managing Money

.Consumer questions , ,

qredit and Installment;'Buying
lanking 'services
a

16 Ific Me Taxes
reparing Income Tix /turns

17 6ploye)Benefiis
Social Security, Health Insurance, Retirement
Benefits, Unemployment Insurance and Workmen's
Compensation

.18 Indreasing Your Personal Effectiveness.
Understanding and influencing others

-19,-

20

22

23

p.

Field Trip

Xlanning,for the Summer - Review of AppliCation
and Interview Procedures

Career Goals - How to Achieve Them

Group Discussibn cif:Year's Activities

Final Wrap-up
Importance of School
Succeedineat the Job
Your Talents and Interests
Careers in Demand,

f B-3

4"*.

OD.
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APPENDIX C. SAMPilE FORMS AND MATERIALS

et

The following forms, letters, and other materials were used in vari-

ous cities during the two years of VEPS program operations. Many VEPS

programs developed new materials for use in such phasesas job development;

, promotion, and recordlkegping. Several VEPS programs adapted materials

that were used in the school work- experience program or in,NYC.
C1,

Since there are no approved guidelines for a VEPS-type program, some

modifications of the materials contained in this appendix would be neces-

sary before they could be.used in similar programs. However,, rather than

make changes which still would not reflect .each city's local manpower pro-

grams and conditions, the materials are included in their original form to
-

..

,serve-as examples. . ,

atThe following in lists all materials under topical headings:

MI t Index to Appendix C

Topic % Source

a
1. Publicity Brochures & Letters

a. ,Flyer for employers and
youth - San Bernardino C - 3 & 4

b'. Text of publicity flyer - Salt Lake City ' C --5

. C.. Letter to employers - Columbus,' Ohio C - 6 & 7'

.d. General 'letter of explana-

tion - Cleveland, Ohio C 8'
,

) .t .. .

Page

2. Job Development Work Station-Descr44iOn Form C 9'& 10

3., Employer Letters of Agreement*
Letter.of Agreement
b. Letter.of,Agregment

c. ,Letter ot,Agreemait

t'

.*5'1)P! 42-44 for revised copy.

A

,- Salt Lake City
)

- Columbus, Ohio
San Bernardino

& 1%
C'- 13-15
C -.16 I/ '17
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Topic

4. Enrollee Letter of Agreemegt**
a. Letter of Agreement
b. Letter of Agreement

5. Parent Contact Letters
a. Letter to pa ents
b. Publicity rs for Parents
c. letter to parents
d. Parents,Authorlzation Fdrm

6. Enrollee Record Form
(Note these four pages were'
printed on a tile folder)

f

7. Enrollee Time Sheets
a. Time Sheet
b. Time Sheet

Enrollee Evaluation Forms
a. Enrollle Evaluation -

,b. Enrollee Evaluation
c. EArollee Evaluation

9. Letters of Appreciation to Employers
a. Certificate of Appeciation
b. Letter of Amireciation
c. Letter of Appreciation

10. Vocational Exploration'Topics

Source Page

Flt
Cleveland

- Cleveland
Pittsburgh

- Haverhill, Mass.
- Havethill,

CI

, .
C - 18
C - '19 & 20

C - 21
C 22 &.23
C - 24 "."

C - 25

- ;San Berrierdino' C - 26-29

-.Flint C - 30.

- Salt Lake
. \

C - 31,

- Buffalo C - 32
Flint C - 33

- Salt Lake City C -.34

Columbus,: Ohio C - 35
Columbus, Ohio C -
Columbus, Ohio C7 37

- San.Bernaidino

11. Program for.VEPS luncheon-workshop - Pittsburgh

kti

**See p. 35 for revised copy.

\

C-2
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:

C - 38=r42

C - 43 & 44
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WHAT' IS VEPS?
t

VEPS which stands for vocational
Expioration In the.Privatt Sector,

is a federally funded pilot program

designed to' offer career interest

exploratioA and work experience in

accordance with the students educa-

tional program and the private

business community.

OBJECTIVES

To provide selected economically

disadvabtaged high school students
with skills allowing them to, further

their education or enter the private

sector upon graduation.

To.demonstrate that the private

sector, local school system and govern-

ment agencies, can effectivelpNcoordinatel
illeaningful career exploration and work

f,
experience progress.

To help economically disadvantaged'

students experience work achievement and

learn the value-of education and train-

ing in preparing for a career.

--"Y":"Mrati=77"4.:.,rrrrortlergamismrenrtry-sretmw....y-weerp....., errer,,,e,



n

WHO IS ELIGIBLE FOR VEPS?..
4

Selected 16 year old llth,graclgrs at-
tendingt. Sap Bernardino City Unified Schools

who meat theeligibility requirements for
the Neighborhood Youth, Corps Oogram.

HOW MANY STUDENTS ARE IN THE PROGRAM?

0 There are 60, 11th. grade students in the

`pnogram all presently enrolled in various
p,prate sector' job*sXations.

Z"
, Hoy LONG DOES THE PROGRAM LAST?

\"-\

Each of the 60 students began working
full tine during the Summer andthis con-
tinu their junior year with them
working at least 15 hours per week.

F

t.

DO THE STUDEN'TVECEIVE-:4AGES?

0

A
T.

A
1

E
X
P
L
0
R made witty year end4improvem expected
A a in'student attitude, grades,Attenctance,

,
promptness, job performance, etc-;.

ARE PARENTS AWARE OFCPS?

Yes!., The parents of each student
have received an orientation and given
written approval of their son.or
daughter's participation in VEPS.

' WILL CAREER GUIDANCE SERVICES BE OFFERED?

Yes! There are 3 VEPS counselors res-
po ible. for monitoring the program in-

clu in§ the active participation of each
student in a vocational guidance unit,
concu rent with his academic courses and
work perience. This will be implemented
at eac high school throughout the year,

WIL AN-EVALUATION BE MADK

Yes! An ongoing evaluation being

to-2/

0 WHAT ABOUT ADMINITRATICfe,,N.
The office of the San Bernardino

County Superintendent.of Schools in

P
conjunction with San Bernardino City
Unified Schools, is responsible fob

R
VEPS AdMinistration. ,

V

T
)ies! Each student isoaid minimum wage

I.

with the federal mernment and the private
sector sharing the Vst.

- Da THE STUDENTS RECEIVE SCHOOL CREDITS .13 .
.

P

Yes! Each VEPS enr6llee receives 5 units E

of school credit per semester. The students C
6th class period is devoted,to,the VEPS For further information call:

program. o 0 ;Bob Ciauri San Bernardino Schools
R (714) 383-2283

O

O a,'
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TO: An Chamber Members/ Employers

FRAM: John C. Elam, Chairman of the Board of Directors

, =

COLUMBUS EMPWYERS MAY ?ARTICIPATE IN NEW U. S. L

-Teo,
C.A C14

2:1 -15S1

BOR DEPARTMENT PROGRAM

The U:S. Department of Labor and National Alli nce of Businessmen. (NAB) (those
Columbus as one of twelve cities to test a pilot project to motivate 'disadvant-
aged-youth through a work-career Exploration and Training PrograM,

0

Columbus Area employers,will have the service. (as work-trainees) of young people,
who participate in'a co-operative, year-round'wo k training experience. Employ-
eis will have, the opportunity to help,train youn people toward their particular
industry. Compensation for the services of the y ung people can be handled
through the Neighborhood Youth Corpd, thereby el inating the need for the employers
to establish a payroll itemwithhold taxes, arra e compensation protection, etc.

NOT A
fu
MAKE-WORK" PROGRAM

. t ilk

The thrust of the proiram is to expose young men and\women to career opportunities.
The Primary emphasil will_be on training and work-orientation. Close counselor I

contact will be provided between student /trainee and employer by,Columbus Public
Schools Counselors. '

.
.

\
.

STUDENTS WILL BE PAID

ti

Students will work from 3 to 6 w eeks in the summer. Duriggthe school year,
students will'con'tinue to work about 15 hours per week. The rate of pay will.
be $1.60 per hour 'during the life of the program, anticipated to'be 50 weeks
per Student.

4

Employers'will be responsible for a total of 19. weeks. It is suggested that
employers make payments directly to the Neighborhood-Youth Corps, so that the
student is on the NYC payroll and not on the employer's. payroll.

r. q4-6

41,-,

cri



le

.a

CRITERIA FOR PARTICIPATION
4

_Students should be'16 ygprs of age Or older, entering the junior year of high
school; classi4ed,4s disadvantageo in terms of (1) family receiving public
assistance .12AIAw family income in terms of federal 'poverty criteria.

FOR, ADDITIONAL INFORMATION

41,reply card is enclosed which will produce direct contact with Mr. Roy
Meloeriy, Metrppol:tan-DireCtor of National Alliaude of Bussinessmen, 85
Marconi Boulevard. Chamber Vicejresident John Henle has responsibility
for staff involvement and support. .

0
4

Columbus is fortunate to have been chosen for this pilot project
Po..,.ever,' time iastiort. The program should, be initiated by July19:
hail the reply card promptly -- today and ybu will receive more
detailed information promptly!

t

4

,c*

;

O



SCHOOLS' NEIGHBORHOOD YOUTH CORPS
Cleveland Public School / 10600 Quincy Avenue

Cleveland, Ohio 44106 - Telephone 229 -3850

Nul W. Briggs, Superinten Ant

r.

1 ito "Nlir

--kfa
4. %....4.........o4m.

V.E.P.S.

Vocational Exploration of the Private Sector
AN.. emlw

.5 c

What Is It:

. . .

-1. A joining together of the public and private sector to provide a,
meaningful work experience for disadvantaged youth. ,Stressis given
to raising educational attainment end'improving enrollee's employa-
bility.

, -

s

- -
i

.!

2. A program that is guideceby the employer ,(private sector), Cleveland
c Public Schools, and Schools' Neighborhood YouthCorps. -

.
. ii ..P .

t

3. ..A year around program WI houralperkweek,during the summer

.

and 15 ..

hours per week during schpol). q 1
.00

''

..
j ,

'
. .

How Does It Operate: , ..
.

r

_
'l ,

1. A jobdevelopertusing N.A.D. referrals will 'contact int rested

partiesfrom business -and industry to explain the program and'

°determine their needs,. = f

. .
..

.

/

2. Youngsters are identified by:school counselors and verified according

to S.N.Y.C. guidelines. % -,
. I

3. Enrollees willbe given an exterdive.(60 hours) orientate to eval-

uate their skills-and prepare theefor entering the job me ket.

.4. A vocational counselor will then match students (accordin to inter-.

eat and skills) wish available jobs:'(actordini to reqUir ents).,
°

5. While, on the job each student is'paid the minimum Wage th the -

federal government and the private' sector sharing,theico t.

6. The mechanics of payment is,as follows:

The employer will compensate the enrollee for th total, hours

worked. (40 hours in summer and 15' hours during he s pool term).

.The employer will then invoice the Schools' Nei borh od Youth
Corps for its share (50%) of the wage.

dl

r

a C-8
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'Company

Address

WORK STATION DESCRIPTION,

Work Station

1

Phone
,

Contact Person

ii, ,

,..
\..

1. GENERAL JOB SUMARY:
,Describe basic purpose of b and kind ofsfpervision received.

, .

IV:40

Position Title-

II. WORKED PERFORMED:
(List duties and responsibilities in detail.)

III. QUALIFICATIONS:

k. Education?' Age Rnge & SeA Breerred?
.

(-

B. 'Training & Experience?.

. I

(
, . t

0.'.Job Knowledge & Special skills necessary?
li ,,

f..$,

.4

C -9 -41 r'453

'1



1

i

,

D. '1Profeesaional affiliatidns memberships, liCtrises/ and/lay

: accrediations necessary?

r .. , #

A

.1'
.E. Required period to, be adequately trained?

,/, . .

IV. PHYSICAL DEMANDS-:

Ektent of:

Walking? None Occadiopal

Lifting?
Climbing ?. -),

Reaching?
Standing?

0

..osse

.

)Fe

.

Frequent COnstant

f

R

V. PUBLIC RELATIONS DEMAND:

Extent of public contact situations?'

S.

lberio"
t

e

ee.

rt

,16

es,

Signature Department Heed

lk

Date

4

I

1

e
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ASR VFLORATION LETTER OF. DORSTANDING,BETWEEN NEIGHBORHOOD YOUTH CORPS
AND PARTICIPATING COMPANY

1 ti

Neighborhood Youth Corps, hereby" agrees to place .students with,

.
4

. .
-

8

)
f - A 5, .

and provide the following:.
. . .. .

. : z- ,,
,

. . . ,/ . .

,.P0Ment'of $1. peehour to the student for'eachhoml he
.
.,siorenda;'With the.employer'and will carry'student on their

roll-and make aIl:hecessary deductiohs and payment's of

-Tti.C.441Unemployment CompenSation, etc. ;', -

'WorkMans'COmpensation coverage ,for the; student during his,,
enrollment in the program. .. ;

, .
r. 0 .

% 1. .ex
Adequate counseling and services for the student to' insure.

his.adjustment to the work station. . -...

.

. c -,: - . -....-

e o :

0

,/

l.

(Date) 7---TATRZOTizeu signature of'NYC Official rte,;

,

`hereby agrees to,employ,
.

student assigned by Neighborhood: Youth Corps and also agrees to provide

0

the.

1. 14eaningful work experience *for the ;student for a period. of one .

year. This should include an introductiah" to'' -the_ various jobs

and career opportunities within the organizati:On. r

2. A payment of $0.67 per hour for each hourqhe student ipends_on,
the job. This payment will be made t6 Neighborhood Youth:Corps:.-,=,

e 1

1.r

.
..,-.

3. 'Adequate supervision of student licompany personnel to inpie
hi4;*11Usktment .to job.responsibilipes; ,

. . .....y

11
."4. ''..

4.4 ep ,record)of time spent on the job by student-and periodically
eport progress of the student, worker ta'Neighborhood Youth Corps.

W

A-



4 '

;-.,.' t'..,

:,
..-,., 4 ,4

The company agrees not to discriminate on the basis of''''rac'', cOlcir or fy,/ I,

national, origin, and, certifies that none of the student workers will J,"/')
.., i

displace present emPloyees,
1 ,

.

: ' .. 7 i. -;--4 ,` 41

1 i . "
The company agrees not to hire for '.,ftill time empioyinent t /student

enrollee until he graduateg. frOm N.gh, school. .. ,i- , .. / ,..,-

- .,.. .. ..,
The student trainee-Can be ;terminated at any tim the company fee's is

,/

progress and performance is not meeting minimum levels of acceptanc `" - --

tri

(Tate)

z
/ /

7.-1:

r: A

(Authori;tedf liepresenta 1/91,of .99:apany)

; '"

/ ,/
. ,/. /',.

_'
,.I . /a

..
.... / i .1. . ..... 4,1.,

,. "-lit : ... ' ..,`". !...f
- , A t,,:,?-t-, :

, , ,::-. T.

:. 0

1 ..

,

, "."' -- . --7. ."
'

t # :
.

N -t

.. . .'..-.; , i ,
... ''''' ,z, ''. 4. /
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'Columbus

y. r
t' .$,.,, ,. . , . .,

,1 .
- 0,

VOCATIONAL EXPLORATION IN THElc-RIVATECTORAIZEPS)4..
,

C olumbus Neighborhood Youth.Ccrriia'

Board of Education ' Natidnal Of.BU'sinessmen
,

,

- '.
., -,. :.

COoPerative Work Agreement .- '-'s,: '

The following constitutes the establishment of 'a written agreement between...
.

,

. . ..
,: t,

/

the sponsor ofthe,ColuMbus VEPS Program/and the ,job training site.

I. The (training site will permit

the purpose of gaining

vocbtional exploration

--/'.
.1 . The

a cooperativeand

(VEPS trainee) to entet40- estabIiihment for

. ,

knowledge, s411- develdbniept, work experience and. ,

in'the-abbment4Oned training site.;
, /

course'Of training and vocational,exploration constitutes
r.

. / - //

correlated effort between the N.Y.C., the-,Board of

Education and thejob training site and is designed for on-the-job
, .

,. . ,

experience and dirqcted:StUdy of kelated.and technical information.
. .

"

will be given t he opportunity to gain variable work experience in the above

III. The VEPS trainee in the progess of job exploration and training,

mentioned training site and will be allowedto progress as his'proficiency

. -

rv.; The trainee, While enrolled in this program,

regular worker; now emplOyed.

. ;,-;;.- :-
, 7.

4'4

Fede't0.,State 'and local laws and-regulations.

will not displace

The enrollment of this VEPS trainee shall conform to all

l

VI. The training site agrees to comply with the' provisions of
.

N,
Fair Labor Standards _Act and specifically toeoccupations declared

the

particularly hazardOuS for trainees incidental to their training." (Child

Labor Bulletin 101, 197L)

VII.' The'VEP's counselor will visit training site

. .., ,

analyze and

4

_.

L. neesdiscuss
.

evaluate trai)progress an adjustment, training problems
. ..--

with the trainee and his supervisor and coordinate related class work
0

.t

A

C-13'""-'-412 m.



----.
.

in school wit ,needs of teinee's actual work experience taken into
:4 % ° : low ., -'.
,

cAsideration.

.* ?,'
'

VIII. The training site supervisor,-by showing just cause, has

the right terminate thw.trainee at an/ time that his progress or

performance is not meeting.minimum standards of acceptance.

It.4s.recommended, however, that the VEPS counselor should

be contacted prior to dismissal sothat adequate counseling and adjuA.t-'

ments.might be made, where possible. All handling of complaints, adjust-

ments or remediation will be the responsibility of the VEPS counselor.
4

IX. The training site supervisor, agrees'to allow trainee, to
,$

participate in various programs designed to increase his employability

and that-this time will be charged to the 15-hour weekly commitment

that trainee has to the VEPS Program.

mpnt of an employability Plan for the trainee and'will also give some

X. The training site supervisor agrees to assist with the develop-
,

guidance regarding specific skills that might be beneficial to enhance,

.

: v .

futUye employability of the trainee. -;

XI. The VEPS staff agrees to providwatrainee who will meet the

needs of the training site for the duration of this current phase-Of the

program which.is scheduled to terminate on June 10, 1972.

A

XII. The Neighborhood Youth Corps office agrees to handle...Iv'''.

.r.
.

matters relating tO'payroll,_unles the training site.desires to assume

this responsibility.'

XIII. .The',training site Agrees not to hire the trainee full time

prior to graduation -from high school.

time

XIV. The training site agrees'to provide the, properly completed

sheets in order to assure thatttoinees wi3{l be adeguatelT'bompensated,

The training site agrees to cooperate with the Neighbbrhood

*.
outh Corps in the renumeration of trainees enrolled in the program according

. 1,a
C-14
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a

-1 to the projected hourly schedule listed below. EmplOyeeresponsibility'

_

k will nOt exceed "flours indicated.
7

Trainees will be paid the Federal
'

.

; ;`

.." minimum wa0 of $1.60 per hand and will wo-KkAT.hours each week.
. 9,

%.
:

,

x '.

Weeks' N.Y.C. Training Site :Total HOurs

First Semester 19 15 ($3 * - 4 ($'96'.) -' 2854($456.)
4

: Second, Semester 19 . .10 ($2 ) .9'($216.) 285 ($456j)

.. TOTALS '3g 25 ($600.) la ($312.) 570 ($912.)

O

.

XVII. This Cooperative Work Agreement has been read and Is under-
'

stood Sy the,following:

3

;Date : Training Site Supervisor

Dates Neighborhood Youth Cops Director
.

Date . Board of Education Supervisor

-4/

Date VEPS Trainee

C-15. .4 ,
,

....tmsour
.
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Mrs
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,5 an Bernardino City Unified Schools
. Guidance Services Department

Vocational, Gdidance and Placement OffiCe

CAREER EXPLORATION,AND'WORK EXPERIENCE 1RIVATE SECTOR

COOPERATIVE WORK AGREEMENT

This pilot program for NeighborhoodiYouti6;CorP-enrollees has

been developed and is supported by the 6epartment of Labor, Office

of Education,:,Department of Health, EOCation;,And Welfare (H.E.W.),

Human Resourdes Development and the National Alliance of Business-

men (NABS) incooperatiOnwith the San Bernardino City Schools. It

>is designed to ofth. selected 16 year-old 11th grade-youth an opfor-

tunity for career exploration and work experience in an effort to

dieVelope and flurther their career interests as they arexelatedto'the
student's educationalprbgram and the priyate business community.

4

jsed on the above, the participating4coMpany and educational

sponsor agree to the following:

tit

Student:

I. Training: Career exploration and work'd.Xperience in the occupation

of - -' will begin oh :.,

. . i

and continue for 50 weeks with the students exploring 1

at least three different jobs 'during this time'. i/s-'1

2. Supervision: ..
will provide responsible supervision_'

.
.

and consult with the counselor As often as necessary

.
regarding problems etc,4as well as 'complete a semi- ,

monthly evaluation of the stpient and verification of°

hours worked. The school counselor will also provide

regular supervision to unsuAe that the students field
0.,-.

t....

Lsr

q of career exploration and work experience IA consistent t
_

Zlf
;with his interests, educational and vocational pins.' ,

3..0 Pay: The NYC(Neighborhood Youth Corps) pragramillcooperate
with private employers in the'renumeration of;_the students

., enrolled in the program accoring to the nojected fibur-

ly sthedule.below. EmplOyee respodsibility will not .

exceed hours indicated. NYC will pay enrollees tqr-

,
Federal minimum wage of $1.60 per hour while the :employ-

-1

er will pay the State minimum wage of S1.65 per tibur.

Students, will be covered by Workmen's Compensation as
Tat of the program.: The' student must not be Considered J
for full time employment until he has graduated-from ,

.'high school.

HOURS PAY TOTAL.

PERIOD. PER WK. NYC EMPLOYER HOUR'S

(1.60 per hr.) (1.65 per hr.) t

, I Summer
I, !I 1st Sem.

Zii 2nd Sem.

39 ,234 hrs. 160 firs. 394,

15 150 hrs. 75 hrs. 225

15 154hrs... 75 hrs. 2,25

.c-16 1 :1:1
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1

4.' Insurance: The student is not an employee of 'the participating
company so only workmen's compensation is necessary

5. and this is provided throught the San Bernardino .4

4'. County Schools Office. Students will be required to'
have work permits.' ,

5.% Legislation: Participating businesses will comply with the re-
f ments" Of the Fair Labor Standards Act and pertinent

N state and local laws regarding the training and
employment of youth.

6. School Credit: Students will earn creditkas part'of the di)stricts
and state approved Work-Eperience Education Pio-
gram.

7. Miscellaneous: jhe student's counselor_will.contact the partici-
Yhating company- to further discust details of the.
program and help prepare an outline of the student's
career exploration,and.work.experience activities

This,'outline will be attached to the agreement when
completed.

I

Participating BusinesS,

Andress

Educational Sponsor

Address.

Phone Date Phone sate

p

,

C-17
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' VEPS

STUDENT AGREEMENT/FORM

As,a member of the VEPS Program I agree to
all of the following:

1. =To maintain at least a passi/1 grade
in my school courses.

2. To ,work to the bestof my ability in
school and on-the-,job.:

3. To abide by the basic procedures
governing this program as set 1.410 by
the Flint Board of Education and my

. employer.
4. -To consult my counselors on a regular

)Saxis as' determined by myself and my
I employer. ft

5. -i I will not seek employment from any
employer. participating ink. this proqae
until' graduatiOn from,high.school, or
until offered a work assigmment.bv
_eithe-the VEPS sponsor, or
(National Alliance of Businesses).

I understand if i co not ahcidd1434the above
agreement that I may' be disinissedfrom the
VEPS Program.

Signature of VEPS participnt

Signature ot.Parent or Guardian

Signature of VEPS Dar^to-

--7---

C -18
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SCtiOOLS' NEIGHBORHOOrYOUTH CORPS
Cleveland Vilblic Schools / 10600 Quincy 'Avenue

Cleveland, Ohio 4406 - Telephone 229-3g50

Paul W: Briggs, Superintendent

A

SNIT-U4E.VEPS'
' STUDENT-PARENT AGREEKENT.

STUDENT:

The success of students in the SITC014.4EPS Program is dependent upon
your desire to accept the responsibilities at school, commility and work.This taplies that the following' points are itstditmx requirements` and, .would be agreed to.

. If you do not

0

r '
to,aocipt the challenge `of the follow* regulations;do not sign this ement. r.4\

'4
') ; ..?,--

:::,-i- ....-
7

.
. lie ,, t

'Asa condition for acCeptance_into the SNit.OWE.VEPS Program,4 afOee:.: -,

L. : , --i !., . r I . -

i. To be in school and at wareirvery day and on ties unless prevented ,.
by,ectual sioknes4 Or e*Ased by the coordinator.., 9

2. ,To telephone the school Eby 8:30 A.K. ana report to my employer
immediately if I im confined, due to illness. ,.C

.
.) f:`%,V-

.
A

,A,

',3."-ro workand apt in a.ekanne,r that will be a credit to my sChOol and.---,:-. -,.- . , ---...... ) .
the -ProgrA911_-,'

, '-,
.,.. , ,. . , A. .

.,

. To iediately notify the coordinator on. any school* work problems
and4tooept his assistance and any -work readjustments he:might-make.,

9:-. .,..
, ..

.

,.
,

5. To fully realize that I inst perform satisfaetOrily for the entii.;, 41.
school year or lose my credit in the program. ...,

1

6. TRhave good personal hygiene, be neatly dressed my, hair
orderly meths employer`-or coordinator directs,

,'0 ,
7. To amiel.t

1ft-.'

;maybe dropped' from the program if I cut t-a class,
lie, . 't;t l,or *ossibly VI fail a subject; ,

,

8. Not to hold a job others than the job 4proved by the coordinater.:,

.9. To leave .w.tool praiptlyidienj as dismissed for work, and tfat
' loiter anent the '&061 bidding without permission frowthe
coordinator:

.,,

V,

$ EIM'



4

4

10..°To put zd oreach pay check in a savings account and'to Make

NO withdrawals without permission of my coordinator.

11. To accept the responsibility for transporta/tion to and from my job,

12. To notify the,coordinator immediately if T am dismissed for any

reasontand to abide by his suggestions concerning school and/or

re-employment.'
c

.

1).
To participate in the annual city.wide Employer's Apprecia,

tion Luhcheon. Each SEC-OWE-VETS student is,dkOected to invite

his /her 'employer or, company representative to the annual banquet

0 in appreciation for guidanCe and training.
%

.Student SignaturP ,
Date

A

PARENTS:

We understand and agree with-the,aims, rules and activities of the

.

SiiTC-OWE ArEPS Program'as proposed by the Cleveland Public Schools. We

will cooperate with the school to accomplish these aims.

We therefore; give,our:Permission for. .
to be enrolled in the -OWE4EPS 'Program.

Parent9 s, or Guardian's Signature

SNTC ..VEPS -05.72

2 of ,2
C-20,

Date



SCHOOLS' NEIGHBORHOOD YOUTH CORES
Cleveland Public Schools / 10600:Quincy Avenue

Cleveland, OhiO 44106 - T lep one .229-3850

Pail 111,-,WiggS,---,Superintendent°

p

DeAr parent:

The Schools' ...1,.1.:c.borhk,

the Cleveland ::Jublic Schools

Vocational Exploration of to
in which -Junior or senior st

, (40 hours) durinr the sumer
school year, in various busi

,Cleveland. This nro&ram of

Youth Cog s'un'er the direction of
is tiountinew ,2ro6ram. V.E.P.. .r.

Private Sector is a yeararound program,
4.ents wilr°be.euployed, gull time
and Partttire (15 hourOodurint, tae,

ess and industries thrOughout Greater

rs more than on opnortunity to work.
Durinry the school year the s udent will be plated Ida 'special

= - WE.P.S4urriculur 4caderic credit, which can
' be used towardi daflon, will be giy for each student !s work

° experience. initition, al'-student
vocational counseling and c

I as a result of tnis approa
opnortunities1

kl. To strenr.then the stpdent°- knowledge of the5vor1,1 of work.

(will be riven extensive
pr, exploration. It is hoped that

hy4he.trainee W 0Ill have the f011owit

*-

2. To Increase the studOe.- de0.re-to finish'school, :o 'enter

the'vorld of work or} go on to college.
f

,3. To provide the tools;
eto becor a product'

through "traininp to enable theitudent
erployee. .. j

.

.
.

4. ,To improve the chances of studen0 Rraduatina fron'achool;
by providing credit [for the procTan,vaien will be applied,
to schUoi Credits topards gr4duatibn. i . .

6

P

.

,,
5: To enable tree - student "to/be :;lore' employable follooing

-- graduation. _4,;\

There is a possibility tat follLwinm rradu ion an enroll
would be offered full tine e.ploymenti: This, f c rse, depends
.

upon.the wort: record that is corpiled\durin,, the tr e? perlod.
lemilar attendance at the Jo is innerative. .Then abse ce is un-

ifiable, a telephone call dust be had to both the Toyer and _the .

coor nator. Bein..! on tire s also ess0 sal. .1:11 addition, .the =

'trainee must show initiati --seeking it.r,t rataeet than alwaya_waiting
_____

. to be told that to do-nett:-
:-,-. -211,1=t:' . ._ . .---- L. '5z-s-' /

. _- - -n'ot

2VA Coordinator will work along wito*Ch student-to-see that
success is achieved. Thls in itself- korielier, :s not enough. As

T'Wgparent yoursuppoft and
,thei final result.. all
(students, parents, and coo
-should result,-

dance= -nay are boundless effect upon
gibers ofsihilte&A nulling, together
inator)

t; a(.ietrarding, successful experience

!. 4
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- CAREEI( EXPLORATION PROGRAM
HAVERHILL HIGH SCHOOL

HAVERHILL, HAS'S.

A Carer Explbration Ptogram is being established on an

experimental basis beginning July 6, 1971, and continuing t!-

through the academic school year 1971-2.' This program is dew

signed for many reasons: to introduce studentsoto the world

of worki.to inspire them

aeelbpski,lls saleable

to recognize their latent talents, to

to commerce and industry, to'provide them.

with a more'itlearlingfuf and relevant education, and encourage their .

pursuing education upon high school graduation.

.
Some of 'the wore apparent benefits, are the student'can

earn and learn,in an area in which -one has indicated an interest,

this prog am may becolne part of a regular,corrieulm offering",
. ,

academic c edit toward thestudOt'diploma and the student

willbe'unaer the supervision and,jurisdiction of school'
1 5'

authorities. 'o

4 k ^
Thp stude t!s.welfare_d4d.....bes_t_interests will be the prime

concern at all tim s..
.

',SInt\erely yours,

Pasquie A. Emiro
'Coordinator
July 1;.1971

*" O

.
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CAREER EXPLORATION PROGRAM
400. HAVERHILL HIGH SCHOOL

HAVERHILL., MASS.

PARENTS -AUTHORIZATION'

Permission is hereby given'

Name of Student

in, the. Careci'
Address

"

exploration Program toriduced by Haverhill High School

- beginning "julY 6, 1971

,

ti

Signature orparent

A

Date

rt.

e

1

s>=,.....

l
it

C-25,
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Prr fiit.cort . .

-t
Final

co Report , .

s'.

CHECK UST
/4

.Npolicat;pn+
, .

qt-Nte Completed

t , A. Itemediition
P. Eptek.1443

/
4

: .
f - INDICATE,SACiAL at

SUPPORTIVE SERVICES NEEDED:

.

. ..-
Enmument ! 1 C. Health
NYC-16... ....

.. .

. '0. Legalfy*T s',
. ,.,

W-2 Toti,:t ':1,-. .. E. Family t" (

Work ,Pcrinit : t-,.

Soc.Scc.i4b,

phyr Exam. .

Tea .

Oneneation ". .

Ctrl Rizilts ..
C.rgvanci; -

.

Ertr.1.1te FCsndbob .-
-

Payroll-Info; -
... -

- :

r rt

:

it ,..afernew .

. 3 1.1 pPs .

4

ro folloi, instructions

ante

I

t,/trci Rork

t.-
'4oce L punauality

- *

F. Psychological;
,

G. Transoriation
H. Childr -are y

L Personal Characteristics'
J.- IndiridutiCounseling in: ; '

.
1

K. Speech Training

/ L. Speech Therapy

INITIAL ASSESSMENT FINAL ASSESSMENT

CODE NO. .CODE NO. REMARKS

al

ij

3

.,.

1'.
1,"1- . .

.
,k',r -knock(rriatinal & equip.)

1

*a"

.

,.
t.4 t I

t

t. Area.)..

.r.t?, rv,luatson oientoliee
r,

t.

..4

SERVICES FULFILLED:

ti f

9

\,"

t

JA 1 '

,

C-26
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I. TENTATIVE GOAL(S)

'A;

(to impPove on any ,areas that are negative in initial assessment

or other appropriate areas)

2. CAREERGOAL (What enrollee plans to be?)

N, 3. EDUCATIONALPLAN (Here is how enrollee plans to.reach his'goal.)

b.

\-
A.

-- ,

B.

C.

D. =
,.

. .

4. MODIFICATION (Have changes occurred in enrollee's career goal and educational plan?)

1'

Items 1 through 4 are the goals set by the enrollee with minimal gUidance from counselor

or staff person. If'during the program the enrollee changes plans, state his new goal-

5. TESTS GIVEN

\ =, N
..

PU,KPOSE' RESULTS (scoring).
:,

.PROGNOSIS: (Action to be taken)
-

. 1

r 1011111111

P,

1.93q



".orith

Sept.

Oct.

Nov.

Dec.

Jan.

Feb.

"ar.

April

June

July \'

Pug.

RECORD -,4013 EVALUATION

Attendance PerformancePromptness Days Hours.

17' '7 17' '7 '7 Absent Worked,

s.

-

Data Job Title

Rating Scale-

1-Outstanding
2 -Above tiverage

3-Average
4-Belbw Average

Comment overall evaluation

Reason for termination:

. NYC - JOB ASSIGNMENT

Supervisor_ Site

S

'List any previous programs

Program.

:1ST. any previous work experience

Job
1)4-

Reason for leaving

C-28

mot., I
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DATE . PURPOSE

Imi.11111 .%

4

4

COUNSELING LOG

REMARKS
FOLLOW -UP/

ACTION TAKEN

7

0

.1 Wm.

duitural Activities/Field Trips

DATE ACTIVITY

DATE

41
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HOURS



FLINT COMMUNITt. SCHOOLS

NEIGHBORHOOD YOUTH CORPS - VEPS

Full Legal Name

(do not ve nickname)

Work Station School

DATE TIME.
Startedr 'Finished

OTAL HOURS
WORKED

PAY' SCALE ATTENDANCE 'ASSIGNMENT

A

.1

TOTALS

SUPERVISOR OF NEIGHBORHOOD YOUTH CORPS -VEPS ENROLtEE
A .

No time sheet will be accepted if the time sheet Is no&filled,out in ink,
if.each da5t of the.week is not indicated;-including days ibsent, if ditto
marks are used, and-if the time sheet is not signed by each individual below.
?lease indicate the rim-er of hours you have spent supervising the Neighbor-.
:hod Youth Cops enrollee working under your direction during' theperiod
".overed-by this, time sheet:

-.1 t
r

-, -.:
&

- <4,

a 7. -

4

I

C-50

.Signatur6., of Imiediate Supervisor

Signature of Nsile-VEPS Coordinator

, !

Signature of NYC-VEPS Enrollee-.

(



NEIGHBORHOOD YOUTH CORPS
PILOT CAREERS PROGRAM TIME SHEET

, 2033 South State Street
Salt Lake City, Utah 84115

MONtH. YEAR

NAME

NAME OF PRIVATE BUSINESS

PAY PERIODS:

1st to 15th, 16th to 31st

/7

TYPE OF WORK ASSIGNMENT

NAME OF SCHOOL ATTENDING

TIME SHEET PICK2UP 1st & 6th
UNLESS OTHERWISE NOTIFIED.

Day of
Month

.

SUB-TOTAL

ay of
ek- .Sun Mon Tues Wed Thurs .Fri Sat

Enrollee
Hrs.' Worked

.',..,-

_

.

Day Of
Month SUB-TOTAL

Day of
Week Sun Mon Tues Wed Thurs Fri Sat

,

Enrollee
Hrs.:Mbrked

I 0

IDay "Of,

,fortrh I

. \....

SUB-TOTAL

Day of
Week Sun

.

...Mon Tues Wed Thurs Fri!, Sat
.

Enrollee
Hrs. Worked

,

I certify that this information is correct:

. oSignatureof NYC Enrollee as abOve

Signature of Imm diate Supervisor

FOR OFFICE ECORDS ONLY:
Hrs. Worked .Rate/Hope- Wages

C -31

TOTAL

Title

1 3 0

_r--
Total Time Sheets
Enc1oSed

Hrs. Worked

4



7.

BUFFALO PUBLIC SCHOOLS
Buffalo, New York

WORKTRAINING PROGRAM
Neighborhood Youth Corps -

1

.04

TRAINING REPORT
4

Name of Trainee Employing Agency

Job Title School

Please return to Coordinator

Poor Fair Good Very Good Excellent

A. Overall ottitude 1 2 3 4, 5 6, 7 8 9. 10

B. Promptness 1 .2 3 4 5 6 7 8 9 10

C. Attendance 1 2 3 4 5 6 7 8' 9 10

D. Pelattonship with supervisors 1 2 3 4 5 6 7 8 9 10

E Relationship witl\ others 121 3 4 5 6 7- 8 9 10

+ 'F.- Personal Appeor'once 1 2 3 4 5 6 7 y 8 9 10

'G. Follows Rules 1 2 3 21 5 6 # g" 9 10
.

H. Ability to learn 1 2 3 4 5 6 7 .8 9 10

I. Quality. of Work 1 2 3 4 5! .6 7 8 9 10'

J. Quantity of Work 1 12 3 4 5 6 7 8 9 10

(Ptease circle)

Has th*,enrollee received any counseling from the supervisor on the job...

2. Do you feel counseling by the coordinat& woald improve enrollees work and attitude? ( tit.Yes ( ) No

( ) Yes ( ) No

Specific suggestions

3-. Since being empl?yed, the enrollee's work attitude has: Improved . Remained the same Deteriorated

4. If you could, would you -keep the enrollee on the job after heleaves the program? ( ) Yes ) No

5. If asked, would you give the enrollee a favorable reference for another. job? ( ) Yes

6. 'Number pf hours of supervision

7. Cost per hour

8. Total supervisory costs

Please add any comments concerning the enrollee or this program.
O.

Month ending dote

-
:

Signori -e of Supervisor
. -J

C-32
,

( ) No

.

.!1'

'



Student's Name

Work Station

'1,

w a

BOARD 'OF EDUCATION

NEI4ABORHOOD YOUTH GORPS- VEPS
EVALUATION SHEET *

..
Date

School Atten4ng 4

Adress

Supe,-osor's Name

JOB PERFORMANCE

-4/
Phone No.

kellent :Good Acceptable ,
o Poor

Purctuality
Regular

2e
Attendance
Ability to FolloW

3° instnuctlons

4' Quality of Work

Ju'dgement

Ability to Work
4 °.' with Others

ATTITUDES ON THE JOB Excelle Good Acceptable PoOr

1, interest in Work

Courtesy

Ability to Accept
3' Crlt!cisM

Coope-at1on with
Comoan -Rules ,

PERSONAii APPEARANCE

t

Good AcCeOtable 'Poor

1, ' Approviate Dress

Ciain'iness

OTHER COMMENTS:

-)

4

7.

WHC:jw
07-21-7!

;Supervisor's Signature

Counselor's, Sig ture

Enrollee's Signature

C-33
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PILOT CAREERS-PROGRAM

ENROLLEE PROGRESS REPORT

Name ofoEnrollee Date

Host 'Agency 4

Please place an X In the appropriate column:

:.
,Excell-

ent
Im-

proved
Satis-

factory

Poor Deteri-
orating

Punctuality .

.

nenendable
.

.

Attitude
.

.

Lonperative (works well with others)

,

%mhitious (willing to work)
,

'.

.

.

.

ocrsonal appearance . .

.. .

. ,-....

''ne21-neS's to learn , .
_

-...

,

*.illingness o accept responsibility
.

Tnitiative-

ranable of .ac epting cri icism
.

.lesice to make good', ,

.,' .

(eneral conduct on the job , '

.
,

Aditional ormdk nE!!.

t

o.f person prepaying report

Jc"

a



41
, sa

tic
w

ar
V

oc
at

io
na

l c
ar

ee
r 

E
xp

lo
ra

tio
n

T
hi

s 
ce

rt
if

ie
s 

th
at

 th
e

I
''''

-^
..A

."
4:

0'
.1

54
:0

/.,
 I

r

\
=

1

is
 c

oo
pe

ra
tin

g 
w

ith
*

C
ol

um
bU

S 
Pu

 i 
Sc

ho
ol

s
N

at
io

na
l A

lli
an

ce
 o

f 
B

us
in

es
s 

M
en

N
ei

gh
bo

rh
oo

d 
Y

ou
th

 C
or

ps

in
 p

ro
vi

di
ng

 o
n 

th
e 

jo
b 

ex
pe

ri
en

ce
fo

r:
i

<
4,

4

Is
su

ed
,f

or
 th

e 
Sc

ho
ol

 Y
ea

r

S
up

er
le

nd
er

tt,
 C

ol
um

bu
s 

P
ub

lie
S

ch
oo

ls
.

D
ire

ct
or

. C
o 

m
s 

M
et

ro
 N

at
io

na
l A

lli
an

ce
 o

f
en

'
D

ir 
ct

or
,

*g
hb

or
ho

od
 Y

ou
th

.C
or

ps



4,:ort '

Af ' . (..

.

f ,)

V:.

E 711 Y E

MITI(
NIG11B6FMC)01) YOLJT1; C.-)RP.;
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Et_kT w. 4:0::'t 1,
ou:AlnesinArc.t

, JOYCE A. VI ERrr..11....1
ASS'T A.......IffisTIZAlcrt

.

'1 would like t take this belated op?ortunity
you for particip ting in the Vocational Exploration in the Private

,)ortunity to personally

Soctor PrOgram (VEPS). Perhaps you are aware that this joint. effort
hotween the Colulabus gbborhood Youth Corps, ColurIbun Board d-of Educa-
tion and the National Alliance of Businessm'en is "only one of eight

progrdOs in our country.' We are very encourag..?d by the
results that we have been receiving and look forwiard to the continned
expansion of this m st logical approach to the problems with which
disadvantaged yOung ters are confronted in the world of work;

.

At the time youLwere initially approached as to'your willing-
ness to participate in this new concept, yOu were informed that a

financial co:tmitment,00n your behalf was necessary. The statement
which,is.enclosed will` reflect your contribution foi involvemerI in
the Summer phase of the VEPS, program. Within the next month, you
will receive another statement that' will cover the current semester
of Operation.

Should you have any
call me at 46177455 or talk
Aglin, let no thank you for
without individuals sach as
ful. . e

0
Enclosure

questions regarding this billing, "you ay
with Mrs. Emma Bozymski at the same r rrher.

your involvement in this ptfi5ram, because

yburself, this program could-not be succesi-
,

Sincerely,

Bert W. Korte
Project Director

C-:36
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. ADNIINISTRAIIVE 011ICS Asgstant Sur:. rimenit..
C; L. Duni:tree .

270 East St is.: Stscct ) '1411-- Davis, Spsiiel
CuIumbus cr.1;0 4:121S 1.1V; Hub:: r, risirliC I
Arta Cod 414 22$-3621 F, T. Rudy, A, sinexs

3. S. _Wade, Pei otined

October 27, 1971

Mr. Al Woodall
Director of Personnel 1,

J,azarus Department Store
South High'and West Town Streets
Columbus, Ohio 03215 '

Dear Mr. Woodall:
N

At a recent meeting with our Child Study DePartment
staff I was advised of-your participation in the Vocational-,
Exploration Private SeCtor Project. tour cooperative effort
in this project provides an excellent'oppoxtunity for ,these
high school students to obtain meaningful expertences in the
real "World of Work."

You and your associates are to be commended for

/ providing this valuable learning experience for these
,ettud .By combining the efforts of the schbol.and t
busi -ss community it is my sincere belief that we can
provld a valuable opportunity for many students to
become setter prepared.to assume a more rewarding and
producti e role in our society.

14

On behalf of Joyce Aekins, Karen Belk? and' Br nda

Steele I want to express myithanks for yOur partic pation
'in this project..

Sincere]] yours,

JE /mj

:.°

John Ellis
Superlintendent.o Schools,

C-37
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ENTER- OFFICE MEMO
DATE: Sept:14, 1972

FROM : Vernon Crear, NYC- Director

t
TO': NYC and WortExperience Coordidatort

I.

OFFICE OF COUNTY
SUPERITENDENT OF SC110
Hall of Records IV/ W trd St?

SAN tuiSAADINo. cAuroltIA
TUtoir 9-0111'

UBJECT,: NYC, CEWEP and YEPS Career Guidance Units.
9

D "Th,

As you all know by now, 'we are anticipating a 'reduction in 14YC funding for the
present schoo year. In an effort to forestall this reduction or at least keep
it at a minimum were asking,you to develop programs like MS and CEWEP in .

vhich the imployer pays' a proportion of enrollee wages., Programs of thiSnatu're
in the Conservation and ecology fields are strongly encduraged.

`v,

An important ingredienl'of any programmhether it be NYC, CEWEPor,VEPS is the
mandatory,minimum riumber.of hours the enrollee will be engaged:in structur-ed

. career guidance activities:I Such,a*guidance
service along-WiteMore realistSc.**..;

job sites willAreattrimprove the overall NYC program.
t

Following are suggested formats, topics and materials for the 12_hOur NYC
guidance unit, the 3G hour Ca:EP unit.and the 45 hour VEPS,guidance unit: These
are minimum and application and sequende,shobledepend upon individual

°

seeds
'and atareness and the provisions of your' particular program.''' = .'. .

.

,
.

.

Do notfee that 'these'guidance activities.(1111screate a prohibitive time

.,
.

.

'problem for you. VEPS job developers and othdr staff members will use their
time.and career ouidahce,Materials,

including the Mobile Van, -to offertheSe
. career guidance services. -All guidance-activities must be documented and kept
..'.' in the enrollee folder ready for_evaluation at ani,time. .

.

fr

Following is a list of suggested topics for the le, 30 and 45 hour-career guidance
units: _Each- toeiC,or-service is placed in-numerical order anly, as this allows

$ 3. .the counselor to determine as priority an the length of .'each unit.
,..

.
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APPENDIX D. `BIBIOGRAPHY AF VOCATIONAL EXPLORATION RESOURCE MATERIALS

The material co ained in this appendix is divided into seven sub-sections:

' Books, Directories & Biblio raphies, Films & Filmstrips, Vocational Guidance

...
Kits, Assocations, Tests and'AudiO-Visual Equipment. The listings are not an

exhaustiiieccopilationofavailablentaterials,butthe_imjority of those included

have been used as resource materials lin one or more participating cities. Addi-
,

tional'sources of information include th4 school work experience counselors-Ad

/
seaffat the State Employment Service offices.

f I. Books . ,, ,'
,

4

After, High School What? Nashville: 1.L. Polk & Co., 197.1.

Alex, Charles.' How to Beat Personality Tests. Arc1Books. ($1.45)
(

Amos, W. and Jean Grambs. ,,Counseling Disadvantaged Youth. PrentiCe-Hall,
1968. ($7.95)

^,
A

Atherton, ,Jos. Chr. and Anthoriy Maumphrey, Essential Aspects of Career
Planning and Development, Pririters and.Pub.

Baer and Roeber . Occupational Information. ($8.00)

Banta, Trudy W. and Patricia Marshale. "Bringirig Schools and Industry
Together", Manpower. Vol. 2, pp. 241141 (June 1970).

Biegeleisew, JacOb. Job Resumes: How to WriteThem, How to Present Them.
Grose and Dunlop. ($1.95)

_Bloomberg and Wm. Klein, Washington, D.C. Inst. forIbuth Studies, Howard,'
University, AprAl 1965.

1 , / ./ .
i

Book, Ken. Jobs & How to Get Them. ($2.50)
, ..

I. - / ! .
.

Brown, Duane. Students Voc. Choices: a review and critque. Hought Miff.,c

'.

19.70, Bibliography p. 69-77.
, -

f

Buckheimer, A. The Counseling Relationship. ($5.80)

Burchill. -Work Study Proiress Alienated Youth. ($5.80)

.*
'Butler, E. A. How-to Move In _and Up. Macmillan, 1970. ($5.95)

-47 4
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/
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Casewit, C. Haw to Get a Job Overseas. Arc Books. ($1.45)
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Film Strips - Cassette - Color
Trouble at Work
Overview of Technical Education

(2 *parts)

High SChooL,Course Selection and
YourCareer (2 parts)

Job interview
What Should Know. Before You

Go to Work (2 parts)
Job Attitudes: Why-Work at All-
Job Hunting --

A Jab-That Goes Someplace
People Who Make Things
If Xou'renNot Going to College
On the Job: Four Trainees .

Lockheed Management Association--
Audio Visual Productions
Dept. 81-72 Bldg. 81 N
Sunnyvale; California 9406

People Who Create Art
Liking Your_Job-& Your Life
Why Work .at All

Your Future in Education '-

People Who-Work in Science
People Who Help Others-
Careers in Engineering
Four WholQuit
Dropping Out: -Road to Nowhere
Failure: A Stet, Towards Growth,

Choosing Your Career
Job Hunting: Where to Begin
New Look at Home Economics Careers

Do Your.Own Thing in the Mechanical Field
People in. the Social Servicess-.

The Name of the Game Is Sales
What's Your Bag? (Use with-SAAS)

Nat..Archives Service '

Nat. Adifio Visual Ceuta*
Dist. Bianch
Washing&a, D.C. 20409-

D-13.
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Films - 16mm - Color
"Jobs for Health
Jobs in the Automotive Trade

Perennial EduCation Inc.
1825 Willow Rd.
North Field, Ill. 60093

$ 4

%
Finns - 16mm - Color -.

Its Up to You-;-Choositi a

Vocational Films; Inc.
111 Euclid Ave. .

Parkridge, Illinois 60068

111

r

Apiortunity Everywhere '

Career

A

At 4.
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IV. Vocational Guidance Kits

BUSINESS CAREERS KIT.

CAREER GAMES

CAREER INF TION:

FOMPUL SYSTEM: (K-12)

FINNEY GUIDANCE UNITS

HEALTH CAREERS KIT

. INDUSTRIAL CAREERS KIT

JOB EXPERIENCE KIT

KRUMBOLTZ

LARGO CAREER KIT

a

Go

SCIENCE CAREERS KIT

SCIENCE RESEARCH ASSOCIATES OCCUSCAN CASE AND CARDS
.

SCIENCE:RESEARCH'ASSOCIATES OCCUPATIONAL' EXPLORATION KIT

U.S. DEPARTMENT OF LABOR, FINDING JOBS FOR NEGROES: A KIT OF IDEAS FO MANAGE-

ylf

MENT

VARgNHORST

WIDENING OCCUPATIONAL ROLES KIT (SRA)

V.- Associations
4

The following associations are sources of information on spe ifie occupa-

, tions. In addition to these, the Department of, Labor makes available informa-
tion-on various occupational categories. ,

..,

Accountants American Institute of,Certified ublic Accountants
666 Fifth Avenue .

New York 10019

Actuaries Casualty Actuarialociet
200 East 42nd Street,
New. York 10017

Administrators, Hospital inaerican College of Hospital Administrators
840 North;Lake Shore Drive

--Chicago 60611
-

D-15
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Advertising Workers

Aerospace Technician

I

Aerospace Engineers

Agricultural Engineers

t
Air-Conditioning and
Refrigeration Mechanics

Air-9on4tioning, Heating
and Refrigeration
Technicians

Airplane Pilots,
Civil Aviation

Arc Welders

Architects

Art Related Occupations.
Advertising Workers

Printing (Graphic Arts)

Atomic Energy Field

40

0

American Advertising Federation
655 Madison Avenue
New York 10021

American Society for Engineering Education
Technical Institute Council
DuPont Circle Building
1346 Connecticut Avenue N.W.
Washington, D.C. 20036

American Institute of Aeronautics and Astronkutics
1290 Avenue of the Americas
New York 10019

American Society of Agricultural Engineers
420 Main Street
St. JosephtiMich. 49085

Refrigeration Service Engineers Society
433 North'Waller Avenue

- Chicago 69.6,A4

American Society,for Engineering Education
Technical Institute Council.
DuPont Circle Building
1346 Connecticut Avenue N.W.
Washington, D.C. 20036

AnternationarAir Line Pilots Association
55th Street Ana Cicero Avenue
Chicago 60638

The American Welding Society
345 East 47th Street
New York' 10017

The American Institute of Architects
1735 New York Avenue,N.W.,
Washington, D.C. 20036

_American Advertising Federation
655 Madison Avenue
New York 10021

a

,
Lithographers and Photoengravers international Union
233 West 49th Street
New York 10019-

,

/

U.S. Atomic Energy-Commission
Washington, D.C.

O I
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,Attendants--Gasoline American Petroleum Institute
, Service St Ion Marketing Division

1271 Avenue of the Americas&
New York 10020

Attorneys,

I
The American Bar Association
1155 East- 60th Street
Chicago 60637

Automobile Body Repairmen;4 .AutonOtive Service Industry Association
Mechanic's, Painters 230 North Michigan Avenue

Chicago 60601

Automobile Salesmen - National Automobile Dealers Association

Bakers

Bank Clerks-& Tellers

Barbers -

Bartender .(restaurant)'

2000 K Street N.W.

Washington, D.C. 2C006

American Bakers Asscciation

1700 Pennsylvanih A'enue N.W.
Washington, D.C. 20006-

American Bankers Ahsociation

Personnel Administration and Management
Development Committee

.90 Park Avenue
New York 10016

National Association of Barber Schools, Inc.
750 Third Avenue
Huntington,'W. Va. 25701

Educational Director.
National Restaurant Association

11530 North.Lake Shore Drive
Chicago 60610 i

Beauticians National Association of Cosmetology Schools Inc.
3839.White Plains Rohd
Bronx, N.Y. 10467 .

Biological Oceanographers American Society for Oceanography 4k.

'906 C. and I. Building
'

Houston, Tex.' 77002

2.
Biological-Technicians American:Society for,Erigineering Education

Technical Institute Council
DuPont Circle Building
1346 Connecticut Avenue N.W.

0: Washington, D.C. 20036
1,

a
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Biologists and Botanists

Bulldozer Operator

Cameramen (Printing)
.,'`'Lithographers

Photoengravers

Carpenters

Chefs

Chemical Engineers
-

Chiropodists

Chiropractors

Choreographer

Civil Engineers
r .

Clinical Psychologists

.

ro

-American Institute of Biological Sciences
3900'Wisconsin Avenue N.W.
Washington, D.C. 20016

Associated General Contractors of America, Inc.
1957 E Street N.W. 1 '

Washington; D.C.' 20006
:

4

Lithographers and 'Photoengravers International
Union

233 West 49th Street
New York 10019

American Photoengravers AssociatiOn
166 Wgst Van BurenStreet
Chicago 60604 a

Associated General Contractors o America Inc.
1957 E Street N.W.

Washington; D.C. 20006

Educational Director
:National ReStaurant Association'
153 North Lake Shore' Drive
Chicago' 60610

AmeriCan Institute of Chemical Engineers
345 East,47th Street
New York 10017

American Podiatry Association
3301 16th Street N.W.
Washington, D.C. 20010

American Chiropractic. ssociation
American Building
220 Grand Avenue
Det Moines, Iowa, 50306

r American Guild of Musical Artists
1841Broadway.
New York 10023-:

American' Society of Civil Engineers
-345 East 47th. Street
11117w York 10017

American Psychological Association
1200 17th Street N.W.
Washington, D.C. 20036.

D-18



College & University
Teachers,

College Libratiand';

Commercial Photography

Computer Operator

Conservation Occupations

11:

Construction Trades and
Contractors, Building
Trddes

-U.S. Department of Health, Education & Welfare
Office of Education
Washington, D.C. 20202

AmericanLibratY AsOciation
50 East Huron Street
'Chicago 60611'

r

Professional Photographers of America
1090 Executive Way
Oak Leaf Commons
Des Plaines, Ill. 60018

Data Processing Management Association
524 Busse Hihway
Park Ridge, Ili. 61068

Forest Service
11.S.° Department of A ricurelite

Washington, D" 20 50

American Fedetationcof Labor add .

Congress'of IndUstrial Organizations
Building-and ConstrU tion Trades Dept.
815 16th Street N.W
Washington, D.C. 2.606

,Copilots . International Air de Pilots Asdn.
'55th Street 'and Cice Avenue
Chicago, Illinoi*260

Counseling Psychologists American PsyChologic Association

"6.
1200 11th Street N.W

w..,-,.,. Washington, D.C. _20036
.t -,>

-e
' ...

Counselors
-:-.-*

American School Co selor Association
Rehabilitation 1605. New Hampshireltvenue N.M. .

School Washington, D3C. 2 009
Vodational

6

Court Reporters

Cytologists

Dairy Farmers

United Business SdIols,Association
1101 17th Street
WaShington, D.C. 036

American Instit. f'Biologicai Sciences
39001Misionsin Aven
Washington, ,D. C. 2 016

U.S. Depargnent of Agriculture
WashingtOnl me. 2e,250

«..

.4
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Dasbers .

Decorators, Interior .

Dental Hygienists

Dental Laboratory ,

Technicians

.Dentists

.lesion Industrial

Detective, Police

Dietitians'

-Doctors

t.

'Yr

Draftsmen,

Driving,-Occupations,

Druggigts

American Guild Musidal ATtists
1841 Broadway,
New York 10023

National Society of Interior Designers
Suite 700

157 West 57th Street
New York 10019

American Dental Hygienists' Associatidn
211 East Chicago Avenu
Chicago .60611

National Association of Certified
e Dental Laboratories, Inc.
1330 Massachusetts Avenue N.W.
Washington, D.C. 20005,

American Dental Association
Council onDentalfEducation
211 East Chicago Avenue
Chicagq,60611

National Asiotiatton df.Sdhools of Art
.st

50 Astor Place L' P

New York 10003

International Association of Chief of PAlice
1319 18th StreetN.W.

4 Washington, p.C. 20036

'TheAmerican Dietetic Association
620 North Michigan'Avende
Chicago % 60611

f,

Coundil onMedical,Education
American Medical Assodiation
535 North ,Dearborn Street.,

Chicago 60611

American Institute for
SouthAdams Road ,

Suite 110 A,
Biriingbam, Mich. 48011

Design and Drafting

Americlan Trubking Assobiation'
1616 P'Street
Isfashington, D.C. '20016

Ameilcan Pharmaceutical Association
2215 Constitution AVenue N.W.
Washington, D.C. ." 2003/

D -20

. J

3,1



q

EcOnomists

A

Editors\

Amerian Economis Association
Northwestern UniVeraity: 1,

'629 Noyes Street
,

0

Evanston, Ill`. '60201 .7
at (L 2 :;i.

wspaper) . Americdn Newspape he s Assn.
750 Third Avenue
New York 10017

Electric ower Industry & , International Brotherhood of BlectricaX"Workers

4 Electri Cians, Construction 1200 15th Street N.W.
,Washington, D.C. /2006

Electronics-Computer DataTrocessing Management Association
-,'Programmers 524 BUsse Highway

Park, idge, Ill. 60068

Ttronics Techniciins

Elementary.& Secondary
7 School Teachers

Engineering Aids

Engineers, Aerospace

Engineers, Ceramic

Engineers, Chemical

Engineers, Mechanical

I

Amer can Society'for Engineering Ed/k
Technical Institute. Council
DuPont Circle Building
f346 Connecticut Avenue N.W.
Washington, D.C. 20036.

U.S.: Department of Health, Education,
and Welfare

Office(bf Education .

Washington, D.t. 20202

on

American Society for. Engineering Education
Technical Institute Council
DuPont Circle ,Building
1346 Connecticut Avenue N.W.
Washington, D.C. 20036

American Institute of Aeronautics
and Astronautics, Inc.

1290 Avtnue of the Americas
New York 10019

National Institute of Ceramic Engineers
4055 North High Street
Columbus, Ohio.'43214

AmericarLInstituecif themidal Engineers
345 East 7447th Street_

New York 10017 !

. .

. American Inatitute.of Mechanical Engineers
345'East 47th Street
New York 10017

D-21
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Engineers, ,Minihg

ft.

Engineer's, 0,ceanographic

,"
SpecialLAgInts The Federal Bureau of InVegtigation

U.S. Department of Justice,
-*Wishington,,D.C. 20535'

FiniShers, Printing'
(Graphic Arts)

American-Insfitute,of Mining, Metallurgical-

and Petroleum Engineers

' 345 East 47th Street
New'York 10017

American,. Societyfor Oceanography
t& I. Building

,Houston,=',Texas _7/002

Firemen

Fq4esters,1Forestry. Aidb

4* '

GssolIne,SeticeStation
4 Managers

Geologists

.American PhotoengraversAssociation
166 West Van Buren Street
Chicago 60604

International Association of Fire Fighters

905' Sixteenth Street 11.W

Washington,-D.C. 20006

Society 'of-American Foresters
1010 Sixteenth Street N.W.
Washington,, D.C. 20036',

`'American Petroleum Institute

-Mkketing Division
11271 Avenue,of the Americis.
New York 10020

4
American Geological Institute
1444 N Street N.W. %

_

Washingtonl D.C. 4
g

20005 Y

f
\

. ..

Highway- Patt olmen International Association of Chiefs of: Police

1319 Eighteenth StreetN.W.
.

.

Waqington, D.C. 20036

. s

Home Economist
-

Economist's Future Homemakers of America
,.=,1

U7ST-Offree-lif--Education

. . Washington,..e.C. 20202..,

.. 1 , C

HOriiculturists . American Institute of Biological Sciences
3900,Wisconkn Avenue N.W.

1.

Washington, D.C. 20415
,

.
1-

'I e

":

Hotel/Motel Administration American Hotel & MotelAssociation-
. '221 W. 57th Street

'New York. 10019

.

-

*, D- 22



o

0

o .

4
Insurance Insurance Information Institute

110 Willtam Street
New York 10038

Jewelers.and Jewelxy
Repai'rmen -Retail Jewelers of America, Inc.

- '1025 Vermont Aventie N.W.

Washington, D.C. 20005

, / Labbratory Technicians, National Association of Certified rental
- Dental. Laboratories, Inc.

(
( -

1330 Massachusetts Avenue N.W.
..

( q Washington, D.C.. 20005

/

Laboratory Technicians,
Optical

-Landscape Architects.

Layout_Men, Advertising

-Legal Secretaries r

Librarians

f

ilibrariani* Medical PecOrds

r-

p

AmeriCan Optical Company
Box 1

Southbridge; Mass. 01551

American Society of Landscape Architects
2000'1( Street N.W.

Washington, D.C. 20006

Arrie4can Advertising Federation
655 Madison Avenue
New York 10021

f

United Business Schools Association
1101 '82venteenth Street N.W.
Washington, D.C. 20036

American Library Association
50 East Huron Street
Chicago. 60611.

The American ASsOciation of Medical Record.,
Libratiins '

211 East Chicago.Avenue
Chicago 60611

' Livest4 Ck.tiarri;ers U.S. 'Department Of Agrieultur
:Washington, D.C. 20250

Low-haufTruckdriyers

Hotel

American- Trpcking Asspslation
1616 P 8treet N.W.

.

Washington, D.C. :20036

American Hotel & Motel Association
i21 West 57th St eet-
.New York 10019

1
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Managers,' Restaurant

Mar'keting

Marine iologist "

Masons, Stone

Educatiopa1,6irector
National Restaurant Association
-1530,North Lake Shore Drive

Chicago 60610

Ame can Marketing Association
27 E. onroe Street

'Chicago -60603

American Society for' Oceanography

906 C. & I. Building
Houston, Texas 77002

I

Brgklayers; Masons, and Plasters'
International;Uniqn of America

815 15th,Street N.W.
Washington, D.C. 20005

Mathematical StatiSticians American Statistical, AssociaLon
810 18th Street N.W.

. Washington, IFiC. 20006
's:4'

. . . ,

Mechanics, Truck American Trucking Association, ITiO%
. 1616 P Street N.W. F .',.7. '''

.Washington, D.C. 2006
4:.

.

.
.,. , , ? ,.,:r. -

Mechinies,-Vendipg Machines National Automatic MOiehandising:AAsP.-'
r...4,.

-""*- .7 South Dearborn Street. . . -..,17,.,:,& 2
.

.
0

..

t Chicago 60603
.

. . .

*,

Medical Secretaries

Medical Tech.nologists

United'- Business Schools, Association

1101 17th'Streei.N.W.
*'-''''Washington; D.C. 20036

,Americ'in Society of Medical Tecfinologists

--=e,Suite 1600;

.. Hermann st'rofessiona Bldg.

Houston, Texas 77025

Mental Health 'Occupations--
Psychologists

Microbiologists:

Newspaper Reporter.

American Psychological Associ
'1200 17th Street N:W.
Washington, 20036

,American Insa(Lte of Biological Science
3900 Wisconsin Avenue' N.W.

-.Washington, D.C. 20016

' 4*.

American Newspaper Publishers Assn.

' 750 Third,Avenue
New YOrk,i0OP

17.
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. Nuclear Physicists American-Institute Of Physics__
335 East 45th.Stree't

New York

Nurses ANA-NLN Nursing Careers Program
American Nurses' Association
10 Columbus Circle
New York 10019

Occupational Therapists American Occupational Therapy Assn.
251 Park Avenue South
New York 10010

Optometrists American Optometric Association
MOO Chippewa Street
St. ;,.Lou'i<Mo. 63119

Pathologists AmerrOp Institute of Biological Sciences
3900.Wistonsin.Avenue N.W.
WaShington-, D.C. 20016

1 ,

Pathologists, Speech American Speeeh and Hearing Association
9030 Old Georgetown Road'
Washington, D.C.. 20014

Pharmacologists - American Institute of, Biological Science

t

'Photographers

3900 Wisdensin Avenue N.W. .

Washington,,D.C.' 20016

Pro essional Photographers' of Amehca
1090 Executive Way
Oak Leaf Commons
Des Plaines, Ill. 60018

Policemen & Policewomen International Association of Chiefs tl,Police\
1319 18th Street N.W.

.
A.

. .-..,';Washington, D.C. 20036 -
--;;..-

.1.

; -",r._ _.''.'.'
. '..:F)robatioak_P_aro1e_01.f.i c_e_rs _National_Commi i a 1.o_n_fg_r_S_o_d_al _k_SaWkr:_s_..,`\`,._

1

2, Park Avenue'
':".fk "-,`:,

....- :

New York 10016 -..1%.7

,

1 --. , . ,

7.\V''.:4--6

Public Relations Workers The Information Center ,,
,
.

- - ,, -4"
Public Relations Society of America, Inc. '''.1::, ).100

4%4 'VA'

845Third Avenue '- -,..''s tv.

New York 10022
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-Public Stenographers

Radiologic Technologists

Real Estate Brokers

Recreation Workers

Shoe Repairmen

Soil Conservationists
& Soil Scientists

Surveyors

Systems Analysts

Telephone Industry
Occupations

.United Business Schools Association
1101 17th Sdpet N.W.
Washington, D.C. 20036

The American Society of Radiologic Technologists
2600 Wayzata Blvd. 4
Mintieapolis, Minn. 55405

National 'Association of Real Estate Boards
36 S: Wabash Ave.
Chicago 60603

National Recreation and Park Association
1700 Pennsylvania Avenue N.W.
Washington, D.C. -20006

Shoe Institute of America
222 West Adams Street
Chicago 60606

U.S. Civil Se v Commission
Washington, D.C. 20415

}American- Congress on Surveying and Mapping
'Woodward Building
Washington, D.C. 20005

American Federation-of Information
Processing Societies

211 'East 43rd Street

New York 10017

Alliance of Independent Telephone Unions,
Room 302
1422 Chestnut Street
Philadelphia, Pa. 1910.24'

Therapists, Physical American Physical Therapv.Association
1740 Broadway
New York 10019

Institute of Life Insurance
277 Park Avenue
New York 10017

Underwriters, Insurance

Veterinarians

VW

,

M
1..

,:e
American

.

Naterinary-Medical Assopiatipn
600 South Michigan Avenue
Chicago .60605

,

D-26
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Welders The American Welding Society
345%East 47th Street
New York iro0l7

Zoologists American Institute of Biological Sciences
3900 Wisconsin Avenue, N.W.
Washington, D.C. 20016

VI. Tests

Aptitude Tests for Occupations: Mesures'six aptitudes:, personal-social,
mechanical, general sales, clerical routine, computational, scientific, CE11.4
fornia Test Bureau.

Brainardbccupational Preference Inventory: Gives six scores: commercial,
mechanical, professional, esttItic, scientific, personal service (girls), agri-
culture (boys). Psychological Corporation, 304 East 45th Street, New York,
N.Y. 10017

Career Maturity Inventory: Attitudes and Competencies: California Test Bureau
Del Monte Research Park, Monterey, Cal ornia.

'7

Cottle, Wm. C.: Interest and 'Personaltiy 'inventories: Houghton Mifflin; 1968.

Crites, John 0., "Measurements of Vocational Maturity in Adolsdence, I: -Atti-
tude Test of the Vocational Development Inventory," 'Psychol. Mogr. 1965, No. 595_.

Differential Aptitude Tests: Measures seven aptitudes: verbal reasoning, numer-
ical aptitude, abstract reasoning space relations, mechanical reasoning, clerical
speed and accuracy, language usage. Time: 181 minute test; 235-245 minute test
and administration'. Psychological Corp6ration.

Flanagan Aptitude Classification Tests: Measures nineteen aptitudes felt to
relate directly to vocations: inspection, coding,, memory, precision, assembly,
scales, coordination, judgement and comprehension, arithmetic, patterns, com-
ponents, tables, mechanics, expression, reasoning, ingenuity, vocabulary,
planning and alertness. These aptitudes are then keyed to occupations. Timed
258 minute test; 388 minute test and adminstration. Science Research Assoclatesox4
Inc., 259 East Erie Street, Chicago, Ill.

. .v
Geist Picture Interest Invento : Measures the following interests:. persuaspe,,,ii, :.
clerical, mechanica musical, scientific, outdoor, literary, domputational44.4,,

artistic, social service, dramatic, personal service and motivStion. ..Tipie.: % ._,..',''.:4:,

40-65 minutes. Western Psychological Services: . -, ,t,i', . :!'.. '9,12

*
.:.i..1.(

,. :"7!.:'
. .,

General Aptitude TDst_Batter: Measures: dimensional space, speed, three . e.,

dimensional space, arithmetic reasoning, vocabulary, mark making, ,form matc4;,- ;,o.^;
-..qh,.

ing,pegborad, and "finger dexterity. These aptitudes are then keyed tt,Asgli
7-- pations. Time 51 minute testi. 13$ minute test and adminstration. juilieve. .,7

,
' "M'. A

States Government Printing Offite, Washington, D.C. -.:10210 , - '1. ..'
!

c,, ,
1 . ' ..--.'".",A.:10

4,
,,,

, .

tr0
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Gordon Occupational Check: An interest check lilt for high school students

not planning td enter college! Covets fivelaieas: business, outdoors, arts,

technologyPand services. Time 20-25 minutes` test and administration. Har-

court, Brace and World, Inc., 757.Third Avenue, New York, N.Y. 10017
0 .

Interest Check List: tk United States' Eiployment Services Check List related.
to the D.A.T. Ke4ed to eight, worIc .1.tedi: artistic, musical, literary, enter-

tainment, clerical antd--sale's,9set4ed,. agriculture-marine-forestry and mechanical.
Time: 20 minute test and'Aministration. .United States GOvernment Printing
Office.

,
JOB-0 (Interest Inventory) Motivatidaii: JOB-0 Career

Belmont, CA 94010. e o

'Katz: You: Today & Tomorrow, Princeton: Cogperative'Test Division ETS,
.

Kuder General Interest SurVey,-AForM E: A' revised form of the Kuder C, language

up-dated and reading level'dropped'to 6th grade. A forced choice test provid-

ing scoresin 10 areas: outdoor, mechanical, computational, scientiflg, per-
suasive, artistic, literary,' musical, social; service and clerical. Time:

45,60 minute test and administr#ion. Science Research Associates, Inc.
. .

,

KuderCeneral Interest Survey l0ccupational--Fotw DD: A forced choice test

with items similar to the other forms f KYderis This test, however, provides.

.51 scores for specific occupations: f er, nrester, newspaper editor, etc.

Time: 25-35 minute test and administra ion. Science Research Assodiates, Inc.

Materials, P. O. Box 4;

Multiple Aptitude Tests: %onsilts of fo r separate tests which measure:
schqlastic potential and verbal comprehension (word meaning, paragraph meaning,
.total), perceptive speed (14nguke usage, routing clerical facility, total),
numerical reasoning (arithmetiereasoning, arithmetic computation, total); ..
.4patial visualization (applied science And mechanics, 2...dzensional spatial

.relations, 37-dimenStional spatial relatilOnsr'total). Time ,Cin the same order

A listed above):. 42452 minutes; 33-4i minutes; 52-62 minutes, 50-65 minutes.

,';California.Test Bueketi. ....,..;: %%...-,' -.: , ,.::, -:-,,...,,, ,

Inventory
.,:,,

,..:., MinnesotaktorialLIntkiNftt : A forced choice test with, items

,::.slipiaagder...- It. is 'sp.t4f4.cally for those 'not gaineton'to college: ,

,,
lx0 ,s.,!5jois fettspecifiClcfcgliattsine: baker; food service manager,

..1''.';,, ,
a$:tgrar, e44;;"atid.Pjobkiamil5r,sCeresi':mechanical, health services, offic

Ars ;,i .rc, ii :-.4i - 1 - .. ., ..,
- : ....., ,, piptro cs,y.(4,,services,..s.1,cAr.p:eptDxr sales- office, "Clean hand"

..,,t: ..,.,,.an_ :o..jt,14Ks..74., 39,454iniTOZOse%)adadzilinist-ratioir; tychulugted-1
. ,

'.. '"4,-e.:':,derp'ofati,trl-g.:' : ;.. "..r.,.,,,:' . ,. e ,..e3,! ,-. ., :
;,-,t-'.-/!, .., .:..r,'; ,.',- ',1,-. .

. ,

,: ! -. '..--..,, ,,.!-, --;,?,
'T'LIXeTgst-,:1t0Atotty:, Measure6.-10 :scorea grouped in three cate-

rs of-1,neereit
br(prldnalirsoci44.?natural;

mechanical, bylines's,
.,

d'SCIendes); pes ofinterests
.,

(verbal manipulative, computa-

-p[OrrbailiA)a,0
4,1" ,

1.met,:304406intifesf California Test Bureau.

..010.ExplOratiC4.0urd4LAiatqoUft,:14ece VWotld; 1855 Rollins.\Road:Berlinga-

171
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Picture Interest Inventory: Measures nine areas: interpersonal service,'
natural, mechanical, business, esthetic, scientific, verbal, computational,
time pdspective. :rime: 30-40 minutes. California Test Bureau.

SAAS (San Jose, Calif. 95110) Interests & Aptitudes: Dr. Stanley Ostrom,
Assistant Director of Guidance, Santa Clara County, California.

Strong Vocationa4 Interest Blank: A series of 300 items used to relate the
interest of the testee to those of men in 54 occupations. The test is stored
for each occupation: dentist, osteopath, chemist, etc. A similar form is
available for women, though the men's form is usable with college directed
women. The women's form is scored for 30 occupations: librarian, social
worker, Secretary, etc. Time: 30-60 minute test and administration. Psy-
chological Corporation.

VII: Audio-Visual

DuKane Reader - -$250 (does not print)

DuKane A-V'Matic--$225 (runs film strips)
t

PuKane Micibmatic for cassettes, (Automatic sound film snip projector.)
For more information on these and other DuKane audio-visual systems;

DuKane Corp.
Audio - Visual DiVision

2900 DuKane Di.
St. Charles, Ill. 60174

3M Executive Reader Printer--$365
3M 400-C Reader Printer--,1,580
3M 400+BReader Printer--$1,265
3M Copy Mite--$200
3M Executive Reader Printer_iII--$600
3M Overhead Projector--$175
3M Tape Recorder--$50
3M Sound & Slide 'Project-or- =$690

Fairchild (71) Super 8 Proj.--395
For mOre'information on this and other 3M audio-visual systems:

3M Corp-.

Audio,-Vii'ual Sales Division
Paul,, Minn.'

,

-Botti.the-DuKane Reader inafhe 3M Executive'Reader Printer can,-be used-
with*he Vital Information for Edlicational Work VIEW) program cards.
For informationOn the availability of VIEWin your area contact:

Walter H..Cox
- Director

Indiana Career Guidance Cen ter
715 East Seventh Street

e-
S

Bloomington, Ind. 74401
_
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Bell &Sowell.16MidAttoload 1552 motion picture projector

'Bell- 4 Howell 35mnAutoload iilmstrip`Prolectort
Bell &-Howell Overhead Projector

For more information on these and other Bell & Howell audio-visual systems:

Bell & Howell
%AudigrVisual Productg Division

1
o

7100 Rd.

ehicago, Ill. 60645

Dietzgen Reader (VIEW) - -$90
For more information on this and other Dietzgen audio-visual systems:

4 Applied Midrofilth System

15155 Stagg 05
y Van Nuys, California 91405

e

Singer Graflex Auto Vance II--$129
For more information this and other Singer Graflex-audio-visual syst7ems:

5

4

Singer/SUE
& Training Prod.

1345 Div.vsey; Parkway
Chicago, 60614

4
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